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Access the HealthSpring Payer Space

1. In Availity® Essentials, click the Payer 
Spaces tab. 

2. �Click the HealthSpring Medicare 
Advantage payer space (52192).

3. �Click the Applications tab.

4. �Click Authorizations and Referrals.  
The Authorization and Referrals screen  
will display.

5. �Choose the appropriate organization  
from the Select an Organization  
drop-down menu. 

6. �Click Submit to be routed to the 
authorization portal.

https://www.availity.com/
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Request Prior Authorization

1. �Click Prior Authorization on the left navigation bar. 
• All fields are required and must be entered accurately. 
• No results will populate if any data is entered incorrectly. 
• Last name suffixes are required. 
• Any member ID with an asterisk must be removed.

2. Click Search. Search results will display.

3. �Click Select on the appropriate record under the Action column. The member’s details and 
authorization screen will display.
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Request Prior Authorization continued

4. �All HealthSpring Medicare Advantage providers have provider IDs with the following prefixes: 
• G – Group 
• F – Facility 
• P – Practitioner

Selecting the Requesting Provider

Search Box Example
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Request Prior Authorization continued

5. Complete the prior authorization screen. Fields with an asterisk are required. 
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Add a Servicing Provider  
(Referral or Prior Authorization) 

1. Click Add Servicing/Facility Provider.

2. Complete the applicable fields.

Previous provider IDs will still be visible but should not be selected unless processing an 
authorization request for an Employer Group Waiver Plan member.

The Requesting Provider selection should only be used for practitioners, facilities or ancillaries. 
The provider group record (G) should not be used as the requesting provider if that group’s affiliate 
practitioner (P) records are present. 

• �Depending on the number of providers affiliated with the user, the Requesting Provider section 
will either be a drop-down (less than 20 providers) or a search box (more than 20 providers).

• The Source field has guided messaging to help users choose a provider record.

• The Source field will only have the search box option.
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Search for Servicing Provider or Facility

1. �Search by specialty and provider type or select show additional search fields and search by 
one of the available fields. 
• Not all fields are required. 
• NPI # search is the most common. 
• The Type field requires selection from the drop-down menu.

2. �After conducting a search for a servicing provider or facility, the Servicing Providers – Search 
Results screen will show an additional column labeled Source. 

If there is a date after which a provider record should not be used to submit specific information 
to HealthSpring, the following message will appear in the Source column: “Do not use ON or 
AFTER X.X.XXXX.” If this message appears, that provider record should not be used on or after 
that date to submit prior authorization and/or certain other requests. 
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Search for Servicing Provider or Facility continued

If the Source field contains no information, there is not a date restriction for that provider. 



10

Job Aid

Search for Servicing Provider or Facility continued

When searching for the “Servicing/Facility Provider,” the results will always show with the Source 
field column.

Previous provider IDs will still be visible but should not be selected unless processing a prior 
authorization request for an Employer Group Waiver Plan member.

All HealthSpring Medicare Advantage providers have new provider IDs with the following prefixes:  
P – Practitioner  
G – Group  
F – Facility

Be sure to view the Source field as a guide for which record to choose
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Add a Diagnosis Code  
(Referral or Prior Authorization)

1. Click Add Primary Diagnosis.

2. �Enter the appropriate code in the ICD Codes field or description in the Diagnosis  
Description field.

3. Click Search. ICD codes will display.

4. �Click Select next to appropriate procedure under the Action column. The selected ICD 
information will then display.
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Add a Procedure Code  
(Referral or Prior Authorization)
Note: All previous fields must be completed before proceeding.

1. Click Add Procedure.

2. Enter the appropriate code in the CPT/HCPCS Codes field.

3. Click Search. Procedure codes will display.

4. �Click Select next to appropriate procedure under the Action column. The CPT/HCPCS 
information will display. 
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Add a Procedure Code  
(Referral or Prior Authorization) continued

Example of prior authorization status messaging
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Submit a Request  
(Referral or Prior Authorization)

1. Click Submit once the prior authorization fields are complete.
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Submit a Request  
(Referral or Prior Authorization) continued

2. �Click Add Documents to upload clinical documentation or click Add Notes to enter notes in the 
Notes field.

3. Click Submit. Upon submission, the authorization ID, status, etc. will display.
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Submit a Request  
(Referral or Prior Authorization) continued
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View a Referral or Prior  
Authorization Request

1. Click Prior Authorization from the menu options.

2. Click View Authorizations Medical.
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Search for a Prior Authorization

1. �Select the appropriate requesting provider from the Requesting Provider drop-down menu. All 
HealthSpring Medicare Advantage providers have new provider IDs with the following prefixes:  
• P – Practitioner  
• G – Group  
• F – Facility

Ensure you select the correct Provider ID when selecting the requesting provider.

2. Enter any further search criteria. You do not need to complete all fields to perform a search.
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Attaching Clinicals for Concurrent Review 
of SNF/LTAC/IRF Authorizations

1. Click View Authorizations Medical under the Prior Authorization section.

2. �Search for the requesting provider to access the authorization. The authorization  
should populate.

3. Click Add Attachment under the Action column to add documents.

4. �Click Add Documents within the Member Auth 
Details by selecting the correct authorization.

5. Click Add Documents within Member Auth Details.
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Attaching Clinicals for Concurrent Review 
of SNF/LTAC/IRF Authorizations continued

6. �Upload Additional Documentation by selecting Choose File. After the file appears in the 
field, select Upload Document. 
• �The clinical team will receive notification that documentation has been added to this 

existing authorization.

7. Click Choose File to upload additional documentation. 

8. �Click Upload document. The clinical team will receive a notification that the documentation 
has been added to the existing authorization.
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Help Desk
If you have issues, contact the Help Desk at 1-866-952-7596, option 2.
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