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The purpose of this guide is to provide step-by-step instructions 

on How to Submit a Continued-Stay Authorization Request in 

the Atrezzo provider portal.

No PHI was involved in the making of this guide. 

All information is for training purposes only and does not contain 

actual personal or medical data.

How to Submit a Continued-Stay Authorization Request
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Atrezzo Home Page 

After logging in you will be navigated to the home screen. This page will appear every time you log into Atrezzo. Once an Initial 

Authorization Request for Concurrent Review has been submitted a Continued-Stay Authorization Request will be needed every 3-days. 

Requesting additional days can be done using two methods. Method one, selecting Consumers and searching by First Name, Last Name, 

and DOB or Method two, searching with the unique Case ID number provided at the time of submitting the first Initial Authorization Request 

for Concurrent Review. (Please note: Utilizing the Case ID will skip the additional next steps and take you directly into the consumer's case 

as shown on pg.7.)

1 2
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Method One – Search by Consumer 

Searching by Consumer will prompt you to enter the consumers Last Name, First Name, and DOB or the Consumer ID. 

Select Search after completing the required fields. Consumer name will then populate in blue. Click on consumer name.
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Method One – Case Selection

To access all Submitted Requests you will expand the Cases ribbon as shown below. This will provide a summary of 

submitted cases by your facility with the status of each case and service dates. Select Actions to Extend.  
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Method Two – Consumer Case ID Number

Enter the Case ID number in the search box below from the home page. Searching by the unique Case ID 
number provided at the time of submitting the first Initial Authorization Request for Concurrent Review will 
provide quick access to the consumer's case.
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Method Two – Consumer Case ID Number

After searching for the consumer by the Case ID number, you will be directed to the Consumer Case 
Summary page. You will now have the option to Extend. A pop-up notification will appear to confirm if you 
would like to extend this request, select Yes to continue. 
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Extend a Continued Stay Request

When selecting Extend, all previously submitted information will be autosaved and prefilled. You will only 
be required to work 3 tabs to complete a request for additional days: Clinical, Questionnaires, and 
Attachments. Select the blue arrow to expand these next sections. 
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Clinical (Request/Review) 

Clinical – When expanding the clinical tab, you will navigate to Procedure (Request/Review) directly below 
diagnosis. You will then locate your next un-submitted request where you will enter the Requested End Date. 
The Atrezzo system will pre-fill the Requested Start Date and the duration will be 3 for concurrent review. 
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Questionnaires 

Requesting additional days will require a Continued Stay Review questionnaire to be completed. To do so 
you will select the Continued Stay Review questionnaire highlighted in blue. This will then open a new page 
to fill and complete. 
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Questionnaires 

There will be two sections to complete: Clinical Impression and Coordination of Discharge and Aftercare 
Plan. Once both sections are completed, a green check mark will appear. This will allow you to select MARK 
AS COMPLETE as outlined in red below.
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Attachments 

Attachments – To add additional supporting documentation, you can click on Actions at the very top of the 
case page. Select Add Additional Clinical Information. Please note only one signed progress note for 
each day will be required. If additional information is needed to support medical necessity, communication 
will be sent through the Atrezzo portal and found in the messaging center. 
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Attachments (Uploading Additional Documentation)

A dialogue box to select a Request will appear, you will select the most recent request then click next. You 
will be able to Drag and Drop documents from your desktop or Browse to select the documents from your 
files. You will then select the appropriate Document Type and click Upload. Repeat this process to upload 
additional documentation.
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Communication / Submit

Once Clinical and Supporting Documentation have been completed, you may leave a note or message 
within the request. If communication is not needed at this time, you may continue to submit your request. 
READ and CHECK the box confirming the disclaimer then click SUBMIT.
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Submitted Request

You have successfully extended a Continued Stay Authorization Request. After successfully extending your 
current request, you may review or save a preview of this request by selecting Case Summary. As a 
reminder extensions need to be completed concurrently every 72-hours until patient has discharged. 



For additional resources or support please contact Customer Service: (866) 449-2737
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