Instructions for Managing
Prior Authorization Review Tool Documents

Downloading Master Documents

· Create a Directory on your computer named “Prior Authorization Review Tool Master Files”

· Go to:  http://dbhdid.ky.gov/ddid/scl-forms-cm.aspx download the current version of the Master Plan Authorization Review Tool and save it to your “Prior Authorization Review Tool Master Files Directory being careful to avoid altering the filename.

· Repeat the process beginning with “Plan Authorization Review Tool – Mod 1” and continue with “… Mod 2, … Mod 3 …etc.” until you have downloaded the desired number of modification master forms again being careful to avoid altering any of the file names..

Using the Documents to Manage a Participant’s Supports

· Create a Directory on your computer that identifies the Participant whose plan you are developing while following your agency’s HIPAA policies.

· Go to your “Prior Authorization Review Tool Master Files” directory, open the Master Plan Authorization Review Tool and save it to the Participant Directory that you just created. 

· Enter Information into the Master Plan Authorization Review Tool and save the information, again being careful not to alter the file name in any way.

· [bookmark: _GoBack]I am going to stop instructing you to be careful to avoid altering a file name suffice to say, never alter a file name.

· When a modification needs to be made to the participant’s plan Go to your “Prior Authorization Review Tool Master Files” directory, open the Plan Authorization Review Tool – Mod 1 file and save it to the directory for the Participant whose plan needs to be modified. 

· At the top of the page just under the toolbars you will see a yellow band containing a security warning that says:  “Automatic update of links has been disabled”.  Beside the message will be a button that says “Enable Content”.  Click on this button until the security warning disappears.

· Go to the data command in the toolbar and select edit links.  A box will open on the screen.  Several options are presented down the right side of the box.  Choose “Change Source…”.  A new window will open showing all of the available files in the directory.  Select the last file with accurate information for the participant and click open.  In this example it will be Master Plan Authorization Review Form” and click OK at the bottom of the window.  Last, close the edit links box by clicking the close button at the bottom of the box.  You have now established a link between the master file and the mod 1 file that will allow the information in the master file to automatically transfer to the mod 1 file.

· This process should be followed every time a new modification needs to be made to the plan except for the second modification you would download modification 2 and link to modification 1 and so forth until you reach the end of the plan year when a new participant directory should be constructed with the process starting over from the beginning.


