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In today’s session, we’ll cover…

3 Set yourself up for success Drug Prior AuthorizationsSubmit an authorization Follow up on authorizations

Availity offers free on-demand and live training in the Availity Learning Center (ALC). Log in and 
click Help & Training | Get Trained to search the ALC catalog.

Looking for more training?

Tips and tricks will 
display with a star.

Notes and reminders will 
display with a lightbulb.

Throughout this presentation…
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Roles and permissions for authorization tools

4

Some roles come default 
to a user’s account, 
including:
• My Account Dashboard
• Help & Training
• Payer Spaces

Your organization’s Availity Admin(s) 
can assign additional roles to users.

Reminder: Options vary by payer, plan, product, 
member, organization type, additional 
enrollments, region, and user permissions. 

To do this… …you’ll need this role.
Authorization Request Authorization and Referral Request
Authorization Inquiry Authorization and Referral Inquiry

Here are some additional roles that
are needed:



Walk through an authorization submission and understand the differences 
between inpatient and outpatient.

Submit an Authorization
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First, select Patient Registration and then select Authorizations & Referrals.

1
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Then, select Authorizations.

2
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Confirm your organization and select a Template if you would like to apply one to this authorization.

3
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Then, select the payer and select either Inpatient Authorization or Outpatient Authorization to load the 
appropriate form.

4
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Confirm that an authorization is needed using the prior authorization Look-up Tool

4
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Select the Line of Business 

4
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Select the CPT/HCPCS Code



© 2020 Availity, LLC. All rights reserved. Confidential and proprietary—do not distribute.13

Select Next
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Review the information to see if an authorization is required. In this example, no authorization is required.
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If an authorization is required, select Next Steps to continue. 
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Scroll down to complete Step 1 – Start an Authorization.
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Use the Select a Patient field to choose a patient from your organization’s eligibility and benefit inquiry list. Or,
manually enter the required information before continuing.

5

The patient search results will 
show patients whom eligibility and 
benefits inquiries have been 
processed through Availity’s 
network for 18 months.
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Then, enter requesting provider information. 

6
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If searching for a provider, select a Tax ID from the list to retrieve provider info (NPI is optional, but Tax ID is 
required for provider search).

Tax IDs listed here are 
associated with your 
organization. 
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Select the Retrieve Provider Info button.
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If the provider is found, select the provider to apply their information to this section.
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If the provider is not found, search again or enter their information manually.



© 2020 Availity, LLC. All rights reserved. Confidential and proprietary—do not distribute.23

For manual entry, use the Select a Provider field to choose a provider from your organization’s list. Or, manually 
enter an NPI / Tax ID (at least one of these is required for manual entry).



© 2020 Availity, LLC. All rights reserved. Confidential and proprietary—do not distribute.24

Select a provider from the list.

Add providers to your account by going to 
Manage My Organization | Add Provider(s).



© 2020 Availity, LLC. All rights reserved. Confidential and proprietary—do not distribute.25

Scroll down.
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Confirm contact information. 
Then, select Next.

This is the person in 
your office who should 
be contacted with any 
questions about this 
authorization request. 

7

8
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Scroll down to complete Step 2 – Add Service Information.
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Select a service type from the list.

9
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Choose or enter a service from date.

10
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For outpatient requests, choose a level of service. 
For inpatient requests, choose or enter an admission type and date.

11

For inpatient requests, 
some options will differ. 
For example, enter 
Admission Date and 
Admission Type.



Then, enter diagnosis codes. Molina accepts up to 5 diagnosis codes per authorization submission.

© 2020 Availity, LLC. All rights reserved. Confidential and proprietary—do not distribute.31

12
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Enter procedure codes. Molina accepts up to 5 procedure codes per authorization submission. 
Change the code type, if needed.

13

Need to enter an NDC 
(National Drug Code)? 
Enter the applicable 
code and then select 
NDC as the type.
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Show optional fields to enter additional information, if needed. Then, select Next.

14



© 2020 Availity, LLC. All rights reserved. Confidential and proprietary—do not distribute.34

Enter service provider information. 

15
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If the provider is found during search, select the provider to apply their information to this section. 
Or, use the Enter Manually option to enter the service provider’s information manually.

Reminder: With manual entry, you 
can enter an NPI or Tax ID (at least 
one is required) or you can select a 
provider/facility from your 
organization’s provider list by using 
the select a provider field.
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Depending on the criteria entered, an authorization might require additional clinical questions to be 
answered with MCG Care. 

Reminder: MCG Auto Authorization 
will only display for outpatient 
requests that meet the criteria. 
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Complete the required information on the MCG site. When complete, select Submit Request to be 
routed back to Availity Essentials to complete the authorization. 
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After completing the MCG Health Clinical Questionnaire, select Next to continue.
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Scroll down to complete Step 5 – Add Attachments*. 
*This step is optional but recommended.



Click Add File and choose a file to upload. Make sure the file(s) meet the required parameters listed on screen. 
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Once the files are uploaded, select the appropriate file type. Add additional attachments, if needed.
Then, select Next.

17

18
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Scroll down to complete Step 6 – Review and Submit.
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Confirm all information entered is accurate. Edit or correct anything, if needed. Scroll down.

Use Back to Step links to jump 
back to any step and make 
edits/changes. You won’t lose your 
work by going back.

19
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Select Submit.

20
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SCREENSHOT: 
authorization 

submitted response 
page

The authorization is submitted! 

If the authorization meets 
the criteria for MCG Auto 
Authorization, and it is 
auto-approved, the status 
will say approved.
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SCREENSHOT: 
authorization 

submitted response 
page

Save New Template



Use two tools – Auth/Referral Dashboard and Auth/Referral Inquiry – to check 
the status and follow up on authorization requests.

Follow Up on Authorizations

Set yourself up for success Access Drug Prior AuthorizationSubmit an authorization Follow up on authorizations



AUTH/REFERRAL
DASHBOARD
Use to review all your 
authorization requests* in one 
place.

*Auth/Referral Dashboard only displays requests 
that were:
• submitted electronically through Availity 

Essentials by members in your org, or 
• pinned to the dashboard from an inquiry result. 

AUTH/REFERRAL 
INQUIRY
Use to find an individual 
authorization submitted through 
alternate means (phone, fax, by 
another org, etc.). 
Tip: Pin these results to your dashboard so you 
don’t have to keep looking them up.
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1. First select Patient Registration and then select Authorizations & Referrals.

1
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2. Then, select Auth/Referral Inquiry.

2
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3. Confirm your organization and select MOLINA HEALTHCARE MICHIGAN as the payer.
Select either Inpatient Authorization or Outpatient Authorization as a request type.

3
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Scroll down.



© 2020 Availity, LLC. All rights reserved. Confidential and proprietary—do not distribute.53

4. Enter patient information. Use the Select a Patient field to choose a patient from your organization’s eligibility 
and benefit inquiry list. Or, manually enter the required information.

4
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5. Enter requesting provider information.
*If you’re inquiring on an authorization that was submitted by another organization, use the Enter Manually option.

5
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6. When all information is entered, select Submit.

6



Review the authorization inquiry response. 
Select Pin to Dashboard to add this result to your Auth/Referral Dashboard.
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1. First select Patient Registration and then select Authorizations & Referrals.

1



© 2020 Availity, LLC. All rights reserved. Confidential and proprietary—do not distribute.58

2. Then, select Auth/Referral Dashboard.

2
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Search and filter to find the request you are looking for.



© 2023 Availity, LLC. All rights reserved. Confidential and proprietary—do not distribute.60

Create and save custom filters
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Create and save custom filters
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Sort by…
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Switch between different tabs to view requests.
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Use the action menu to view details, follow a request, move a request to trash, or click to copy.

Save completed authorizations as 
templates for future use and reference 
using the Click to Copy feature.

Molina does not 
automatically push status 
notifications. Click a card 
in the list to update the 
status and review the 
details.
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This is an example of an item open in detail view.



Learn how to access the tool on Availity and where it links for you to complete.

Access Drug Prior Authorization

Access Drug Prior AuthorizationSubmit an authorization Follow up on authorizations
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Where is this process 
completed?
You can access Novologix
for the drug prior 
authorization tool from 
Availity Essentials. But, 
once you leave Availity, this 
process must be completed 
on Novologix. 
NOTE: Prescriber NPI required for 
submission.
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1. First select Patient Registration and then select Authorizations & Referrals.

1
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2. Then, select Drug Prior Authorization.

2
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3. Confirm your organization and select MOLINA HEALTHCARE MICHIGAN as the payer.

3
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4. Read the notice to ensure you’re in the right place based on the type of member. 
If you are and you’re ready to go to the form, select Continue.

4
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5. Search for and select a requesting provider by choosing a tax ID and entering an NPI (if applicable).

Even though an NPI is not required for a provider 
search, only results with an NPI will display. 
This is because a prescriber NPI is required 
when submitting drug prior authorizations.

5



6. Review the notice and then select Proceed to Novologix.

6
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Complete the rest of the drug prior authorization process on Novologix. Reminder: Availity cannot 
train on how to use systems 
outside of Availity.



Training Resources
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Manage My Organization | Add Providers
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Check out this great free resource!
1. Select Help & Training
2. Select Get Trained.
3. Search Manage My Organization.
4. Select Manage My Organization 

– Add Provider – Training Demo.



Help & Training

• Use Find Help to launch the Provider Help Center and 
access training documentation plus payer-specifics.

• Use Get Trained to launch Availity Learning Center 
(ALC) to enroll in on-demand and live training options.

• Use Availity Support to submit a support ticket online to 
Availity Client Services (ACS).

• Use View Network Outages to review current outages 
and scheduled maintenance.
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For Availity Client Services, contact 1.800.282.4548, or select Help & Training | Availity Support. 

For more training, select Help & Training | Get Trained. The Availity Learning Center (ALC) opens 
in a new browser tab.

Thank you!
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