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JOB AID
Pharmacy Prior Approval Inquiry

OVERVIEW
NCTracks allows providers to conduct inquiries on Prior Approvals (PAs) when the provider is
listed as the submitting, billing and/or rendering provider.

This Job Aid provides instruction on how to conduct Prior Approval inquiries via NCTracks.

LOGGING INTO NCTRACKS
The NCTracks Home page displays once you are logged in to the system.

Providers Recipients Operations

Cetling Slarted Providers f 1
Learn more about NCTracks. Check these
Frovider Communication 5
opportunities:
Frequently Asked Quastions
Currently Enrolled Provider Formal trainin NCTF Secure
(£117) Registration " 9 acks Portal
- Computer Based Training (can be taken any time) N i et N T Erc i Portal

Claims

= Instructor Led Training (scheduled periodically)

Step | Action

1. Click the Providers tab.
2. | Click NCTracks Secure Portal Login.

Provider Portal Login AMA | Help

The NCTracks Web Portal contains information that is private and confidential.

Only users of legal age or with parental consent authorized by the North Carolina Medicaid Management Information Systemns
(MC MMIS) may utilize or access NCTracks Web Portal for approved purposes. Any unauthorized use, inappropriate use, or
disclosure of this system or any information contained therein is prohibited and may result in revocation of access and/or legal
action. If you are not an authorized individual, this private and confidential information is not intended for you. If you are not
authorized to access this content, please click 'Cancel’.

MNC MMIS retains the right to monitor, record, distribute, or review any user's electronic activity, files, data, or messages. Any
evidence of illegal or actionable activity may be disclosed to law enforcement officials.

By continuing, you agree that you are authorized to access confidential eligibility, enrollment and other health insurance
coverage information. Please read more in our Legal and Privacy Policy pages.

YOUR ACCOUNT

= all users are required to have an NCID to log in to secure areas.
= _Passwords are case-sensitive. Please ensure your Caps Lock key is off.

User ID (NCID): Password:
Forgot Login Forgot Password

% Log In||Clear||Cancel

Step | Action

3. | Enter the User ID (NCID).
4. | Enter the Password.
5. | Click the Log In button.
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The secure Provider portal Home screen displays

ACCESSING THE PRIOR APPROVAL INQUIRY SCREEN

From the Provider Portal, users can access the PA Inquiry screen to begin submitting a PA
inquiry.
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Provider User Status and

Training | Administration Management
-

‘ Action

Hover over the Prior Approval tab.

2. | Click the PA Inquiry link.

The Approval Status Inquiry Screen displays.

APPROVAL STATUS INQUIRY SCREEN

This screen allows you to inquire on an existing Prior Approval request. This Approval Status
Inquiry screen is broken down into four sections:

Base Information
Search Options
Search Refinements
Approval Request List
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Provider Portal Eigiutty | PriocAgproyal Claims | Hnferral Code Search | Envoliment  Adminisiration  Paymont Trading Pariner  Conzent Forms |

Information Technolugy Division

Approval Status Inquiry & aA | paln

= Group: [Crooss ] ™ MO/ Atypical T =]

Raciplent 101

Effective End Dabe:

BASE INFORMATION SECTION

The options available in the Base Information section are determined by the user’s security
access. The drop-down list options for the Account Information, Group, and NPI/Atypical ID
may vary by the number of accounts to which the user is associated.

E&SE [N CRuMATION
o Eccount [ndormaten: WOMMIS o Group: ° NP [ Bbypecal D

Step ‘ Action

1. | Account Information: Verify the account to which the user is associated.

2. | Group: Verify the group to which the user is associated.

3. | NPI/Atypical ID: Select the NPI/Atypical ID for the provider or group from the drop-
down list.

SEARCH OPTIONS AND SEARCH REFINEMENTS SECTIONS
NCTracks provides Search Options and Search Refinements to allow users to conduct a
broad or more specific PA search.

The Search Options section allows user to search by entering one of three search criteria:

o Prior Approval # only
e Confirmation # only
¢ Recipient ID and the Effective Begin Date & Effective End Date

The Search Refinements section of the screen may be used with the Recipient ID and the
Effective Begin Date & Effective End Date fields in the Search Options section. This allows
you to search by more-specific attributes of the PA.
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Note: If you want to search for a Pharmacy PA then you should narrow your search
using the PA Type drop-down.

Recipient ID:

umber is used to s=arch for 2 PA, iteris fizid
Prior Approval #: ’ o ‘
Cenfirmatizn #: \
Effective Begin Date: |mm, a2 :

Effective End Date: | mm,/a0/vy

2 Payer
e nrfa'_"; Plan: [NODX [o]

PaType: | PrarmMecy [

Dng Typs: | NONFREF [

o Procatiure Cote:

1. Enter one of the following search criteria:

e Prior Approval#: Enter the unique identifier of an approved PA
submission.

e Confirmation #: Enter the unique identifier of a submitted PA.

¢ Recipient ID and Effective Begin Date and Effective End Date: Enter the
recipient’s ID and the effective dates submitted on the PA.

2. Please select a Payer: Select the radio button to the left of a payer type (optional).
3. Benefit Plan: Select a benefit plan from the drop-down list (optional).

4. PA Type: Select a prior approval type from the drop-down list (optional).

5. Drug Type: Select a drug type from the drop-down list (optional).

6. Procedure Code: Enter the procedure code on the PA (optional).

7. Click the Search button.

APPROVAL REQUEST LIST

Upon submission of the search criteria, the application refreshes and displays the search results
under the Approval Request List section.

Note: If you entered a Confirmation # or Prior Approval # you will only see the one PA. If you
entered a Recipient ID and the Effective Begin Date & Effective End Date but did not select any
of the fields in the Search Refinements section you will see all the PA types for all dates for the
recipient.
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The Approval Request List section displays the general information about the PA;
clicking the Confirmation # link allows the user to access the details of the PA.

Priar Approwal # Canlirmaimn 5 FA Type ecipueni I Bl i i bybamisamon Dube Glates WRediree Daies Payer

g PHARMALY = . SLUSFENDEL

Step Action

1. Click the Confirmation # link.

Name Description

Prior Approval # | The unique identifier assigned to an approved PA.

Confirmation # The unique identifier assigned to a PA upon submission

PA Type The category under which the PA falls
Recipient ID The recipient’s identification number
Recipient The recipient’s first and last names

Submission Date | The date the PA was submitted

Status The state of the submission

Effective Dates | The timeframe during which the services, procedures, and/or products are
expected to be provided and/or rendered

Payer The division listed as the payer of the services, procedures, and/or
products

APPROVAL STATUS INQUIRY SCREEN (INQUIRY DETAILS)

The approval status inquiry screen allows the user to view the status of a prior approval request
that was previously submitted. In this example, the prior approval request is in a Suspended
status, which means this request requires manual review prior to a final outcome.
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Approval Status Inquiry

® indicates a required field

Requested

Approved

i Previous

HEADER INFORMATION

Cenfirmation =:

Prior Approval =:
Recipient:

Billing Provider:

Requesting Provider Mame:

Submission Date:
Effective Begin Date:
Payer: DIVISION OF MEDICAL ASSISTANCE

Attachment Type

Status: SUSPENDED

Drug Name/Code: 48544

Length of Therapy: 30 DAYS

Length of Therapy: 30 DAYS

North Carolina Medicaid Management

Information System (NCMMIS)

Benefit Plan:  MCAID

Attachment Control #

Drug Code Type: GCN
Total Quantity: 30.000

Total Quantity: 0.000
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PA Type:
Recipient ID:

Billing Provider
Requesting Provider

Status:
Effective End Date:
# of Attachments:

September 05, 2017

Health Plan:  NCXIX

PHARMACY

SUSPENDED

Transmission Code

Strength:

&
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