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This Quick Reference Guide (QRG) will provide an overview of the Concurrent Review Status Report 
process on the Provider Portal. 
 
 
 

 
 
Let us look at the steps in detail for the Concurrent Review Status Report process.  
 

 
 

Step 1: 

1. To search for a Concurrent Review Status Report from the Provider 

portal home screen: 

1. From the menu, select the Preauthorization tab. 

2. From the drop-down list, select Concurrent Review Status Report. 

 
 
 
 
 

Purpose: To view the Concurrent Review Status Report. 
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Step 2: 

1. In the Search By field, select Facility Name or Facility NPI from the  

drop-down menu. 
Note: For this example, we will use Facility Name. 

 
 
 

Step 3: 

1. Enter the Facility Name in the field. 
Note: The fields Specialty, City, State, and Zip Code are optional. You can enter the 

details in these fields if you want more precise search results. In the Facility Name field, 

you can search by entering at least 2 characters of the Facility Name. In the Specialty 

field, you can do a partial search by entering 4 letters. 

2. Click Search.  
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Step 5: 

1. The Concurrent Review Status Reports display. You will be able to see 
the report details and the expiry (expiration) date.  
Note: These reports are usually generated twice daily and expire after 30 days.  

2. Click on a report to view further details. 

 
 
 
 
 
 
 
 
 
 
 

Step 4: 

1. The Facility details display, including the Address and NPI number. 
Note: Alert message will appear if search criteria did not return any results.  You can use 

Filter By to fi lter the required Facility details from the search results.  

2. Select the required row from the search results. 

3. Click Proceed. 
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Step 6: 

1. The detailed report displays along with the patient information. 

2. Click Export to Excel to download the Concurrent Review  

Status Report. 
Note: It takes up to 30 minutes to download the report. 

 
 
 

 

Step 7: 

1. To view the report, click the More or Resources tab (the display changes 

with your access), and select Documents.  

 
 
  

View and Export Documents 
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Step 8: 

1. Select Concurrent Review Status Reports from the drop-down menu. 

2. Click Search. 

 
 
 

Step 9: 

1. Select the desired report 
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Step 10: 

The detailed Concurrent Review Status Report displays. 

1. Click Export to Excel.  

2. Once the Excel doc is generated, you will receive a notification in the top 

right corner of the screen. Click the Notifications icon to access your 

report.  
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