
Secure Provider Portal
HOW TO SUBMIT A PRIOR AUTHORIZATION
Follow the steps below to submit a Prior Authorization (PA)

1 STEP 1:  Visit the Arkansas Total Care Home Page
Click on "For Providers" on the home page.

2 STEP 2:  Click "Login Now"
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3 STEP 3:  Sign into your Secure Provider Portal

Once inside the portal, click the “Authorizations” button at the top of the page. All processed prior 
authorizations requests submitted within the last 90 days will be displayed. The status,  
authorization ID, member name, date range for services, diagnosis, authorization type and service 
will be presented. 
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Smart Sheets: Through our Secure Provider Portal, you have the option to use Smart 
Sheets from InterQual.
Smart sheets are evidence-based clinical guidelines that help providers determine if the desired treatment 
or procedure meets the criteria for approval. When using smart sheets you can click on the desired  
procedure and the document appears. You are able to attach the document, once completed, with the  
prior authorization request.

Click "Create Authorization" to start the process for new requests.
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• Enter the member's Arkansas Total Care ID (starts with a 'U'), or Last name.
• Enter the member's Date of Birth. Format the date: "MM/DD/YYYY".
• Click "Find".

The authorization form opens and displays two sections.

The left side will display definition of  
Urgent Request, Disclaimer and the  
complete fields for prior authorization as 
it is being created.

On the right side of the page, you’ll find three 
sections you will have to fill out – “Provider 
Request”, “Service Line” and “Finish Up”. Once 
you select the service type, the Requesting  
Provider information will display. You can 
search using either the Provider’s NPI or last 
name.
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The requesting provider's information 
and the member’s diagnosis display on 
the left side of the screen.

Fields required for the service lines are 
on the right side on the form.

If incorrect information is entered or if a 
provider is not loaded into our system you 
will receive the following message.  If the 
provider isn’t loaded into the Arkansas  
Total Care system, STOP, and contact  
Provider Services at 1-866-282-6280.
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When you reach the last section, “Finish Up”, your information will auto populate as the person to contact regarding 
the PA. You may edit the information in the contact fields as you would like.  

Once you have verified that the contact info displayed is correct, click the “Questionnaire” icon below. This field is 
mandatory – in order to submit your PA request, you must click the “Questionnaire” button. The fields you will need 
to fill out in the questionnaire will change depending on what type of service authorization is being requested for. 

Once you have filled out the questionnaire, click “Close Questionnaire”. You will then be able to attach up to five 
documents to your PA request by clicking the “browse” button.
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Once you have attached all documents, click "Submit". The request is assigned a confirmation number.  
Record this number and use it to determine the status of authorizations, in the event that they go missing.

PLEASE NOTE:
You have successfully submitted an authorization.  This does not guarantee approval.

Other methods to submit a PA:

PHONE
1-866-282-6280 (TDD/TTY: 711)

FAX
1-833-249-2342

Do you have 
more questions?

Call us at:
1-866-282-6280 (TDD/TTY: 711) 

Arkansas Total Care complies with applicable Federal civil rights laws and does not discriminate on the basis of race, 
color, national origin, age, disability, or sex. 

©2019 Arkansas Total Care, Inc. All rights reserved.  |   ARTC19-H-103

Customer Service: 
1-866-282-6280 (TDD/TTY: 711) ArkansasTotalCare.com
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