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STEP 1
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STEP 2

Click on "Search Clients"
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STEP 3
Select Client
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STEP 4

Click on Insurance tab
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STEP 5
Click on Edit Button
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STEP 6
Click on Add Authorization

Policy Id

Group Id

Insurance Phone

Insurance Fax

Other Claim ID

CnPav

Check Coverage Add Authorization ’

STEP 7

Enter Authorization Start Date

Add Authorization

2023-07-16

End 2023-08-16

Service

Number of
authorizations

Authorization
Code
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STEP 8

Enter Authorization End Date

Add Authorization

2023-07-16

End 2023-08-16

Service

Number of
authorizations

Authorization
Code

STEP 9
Type "eap"

Add Authorization

2023-07-16

2023-08-16

eap_________________ ]+

[AETNA EAP] Individual/Couple/Family C...

Number of

authorizations | 1\ 11 ONE HEALTH] EAP Counseling
Authorization [BHS] EAP COUNSELING
Code

[CIGNA EAP] EAP Counseling

[COMPSYCH] EAP Counseling
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STEP 10

Select correct EAP Provider

Add Authorization x
Start 2023-07-16 =
End 2023-08-16 &
Service eap N

Number of l [AETNA EAP] Individual/Couple/Family C... Il

authorizations 1| | NE HEALTH] EAP Counseling
Authorization (BHS] EAP COUNSELING
Code

[CIGNA EAP] EAP Counseling

[COMPSYCH] EAP Counseling

STEP 11

Enter number of Authorized Sessions

2023-07-16
2023-08-16

Service x | [AETNA EAP] Individual/Couple/Family Counseling

Number of |[ 6

authorizations

Authorization
Code
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STEP 12

Enter Authorization Number

T 2023-07-16
2023-08-16

Service % | [AETNA EAP] Individual/Couple/Family Counseling

Number of
authorizations

Authorization 123456789|

Code

STEP 13

Click on Save

156789
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STEP 14

Click on Save Changes

hd

Close ‘ Save Changes ‘
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