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General Navigation and Dashboard
Quick Reference Guide

Understanding basic navigation and the dashboard within Magellan’s authorization system is critical to everyday operations. You will access it via
the Payer Spaces option in Availity Essentials, therefore you will need an Availity Essentials account. Upon accessing the authorization system, a

blank dashboard will display by default.

You can initiate a variety of tasks from the dashboard, such as member searches, authorization requests, and authorization extensions.

Accessing the Authorization

System

Follow the steps below to access Magellan’s authorization system:

1. Access the Availity Essentials website, Availity.com, and log in using your Availity Essentials user ID and password.

& Availity ) essentials

Please enter your credentials

User ID
Iuser.name

Password

) Show password
Forgot your password? _
Forgot your user ID? Log in

Never mind. Go back to log in.
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2. Select the Payer Spaces tab in the Menu bar on the Home screen.
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RESULT: A drop-down menu will appear.
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3. Click on the Magellan Healthcare tile.

# Home £ Notifications My Favoriles Idaho © Help @ Logout

Patient Registration Claims & Paymenis Clinical My Providers Reporting Payer Spaces ~
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My Top Applications
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1 Space applications are experiencing slow response. We are working on resolving this issue as quickly as possible
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4. Select the Authorizations tile on Magellan’s Payer Spaces page.

wasity tals  # Home £ Notiications

Patient Registration

Claims & Payments Chinical My Providers Reporting

O My Favorites o @ Help and Training 4 @ Logout

Home > IMagelkan of lgahe

Magellan Megetn ofdaho

HEALTHCARE.

Welcome, Idaho behavioral
health providers!
Find tools and information to

support you in providing quality
care to Idahoans.

SotBy| AZ v

ONVENIENCE ONLY AVAILITY IS NOT RESPONSIBLE FOR THE
ODUCTS OR SERVICES PROVIDED BY THIRD PARTIES!

THESE LINKS MAY R
CONTENT OR SECURITY

TO THIRD PARTY SITES AN
INY THIRD PARTY SITES AND

o o ©  Claim Di

5. Select the provider from the Select a Provider drop-down on the Authorizations page.

Pationt Regisiration

\aho @ Help and Training

Reporting P

Home > Magellan of Idaha > AUNORZAONS

Magﬁ'}?ﬂm

Authorizations

Organization

fagella

Select a Prowider opens
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6. Manually enter in the TIN in the “Enter manual TIN...” field.

Ta 1D opssess

| Manually enter a TIN |

Auhonzation Cption

7. Click the drop-down arrow of the Authorization Option field and select "Request Member Care” from the drop-down menu and enter
the member’s information.

Authorization Option

Request Member Care ~

Member Information

First Name Last Name
Date of Birth State Member ID
[ mm/dd/yyyy ] [ Pennsylvania v ] [ ]

8. Click Submit.

RESULT: The Magellan Provider Site pop-up box will display that will redirect users to auto sign-in to the authorization system. The page
is a disclaimer page informing users that they are leaving Availity.
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9. Click Submit.

Home > Magellan Healthcare > Magellan Provider Site

Magellan Provider Site

‘You are about to be re-directed to a third-party site away from Availity's secure site, which may
require a separate log-in. Availity provides the link to this site for your convenience and reference
only. Availity cannot control such sites, does not necessarily endorse and is not responsible for their
content, products, or services. You will remain logged in to Availity.
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Navigation and Dashboard

Before you can perform any tasks, you must select the providers. Review the Understanding Provider Filter Quick Reference Guide
for instructions.

CTRL + Click each number for a breakdown of each section.

Magellan

Authorization Requests

HEALTHCARE. (2 DA
ousttor @ | oo
Member Search 0 - FiterBy @

Member ID Authorization Number Diagnosis Type
Date of Service From Date Date of Service To Date Inpatient Service Types Service/Procedure Service Types
11/24/2022 @ @ - -
Include Closed Requested By Me

FILTER RESET

o = [npatient Authorizations Summary

| ‘ Member Name % Authorization # & Determination Status % From Date % ToDate % Servicing Facility & Diagnosis Code 3 State = ‘
SMITH, JAMES IPXXXXXXK123 Partially Approved 11/29/2022 02/08/2023 DOE, JOHN FO.XX Open
SMITH, JANE IPXXXXXXX456 Pending 11/01/2022 12/31/2022 DOE, JOHN FX.00 Open
SMITH II, JAMES IPXXXXXXXTED Pending 10/07/2022 12/06/2022 DOE, JOHN FO.0X Open

. 10 A

e = Service / Procedure Authorizations Summary

[ oo sovce | venmioemis
|

[ | Member Name # Authorization # # Determination Status % StartDate % EndDate % State % \
SMITH, JAMES OPXIO00123 Pending 11/29/2022 12/08/2022 Open
SMITH, JAMES OPJOCO0O0AEE Pending 11292022 12/09/2022 Open

oo -
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https://www.magellanprovider.com/media/432830/providerfilter.pdf

Navigation Pane

1. Dashboard — Quick link to return to the main dashboard

Dashboard

2. Member Search — Conduct a search for a member using
Member ID or member demographics Member Search
NOTE: When you select a member, the member’s
demographic information will also show on this pane.
This information continues to show until you select a
new member, or you have logged out of the
authorization system.

Provider Filter, References, &

Authorization Buttons

1. Provider Filter — A tool for searching and filtering providers associated with the user’s account.

2. References —The Help About option will display information about the system.

. . Help About

3. Create Inpatient Authorization — Will begin the creation process for an Inpatient authorization request. Use the drop-down menu to
select Behavioral Health.

4. Create Service/Procedure Authorization — Will begin the creation process for a Service/Procedure (Outpatient) authorization request.
Use the drop-down menu to select Behavioral Health.

CREATE INPATIENT AUTHORIZATION CREATE SERVICE/PROCEDURE AUTHORIZATION |~
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