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The purpose of this guide is to provide step-by-step instructions 
on how to Submit an Appeal 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 register a new organization in Atrezzo
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After logging in you will be navigated to the home screen. This page will appear every time you log into the Atrezzo Portal. 
To submit an Appeal, you will select Consumers.

Consumers
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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.

Search by Consumer
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Procedures Status - Denied
The page will then reload, and you will need to expand Cases by selecting the blue arrow. This will then 
provide a preview of all previously submitted cases. You will select Actions located on the right side of the 
request that has been denied as shown below. 



66

After selecting the Actions feature you will be prompted to select an option as shown below. You may now select 
Appeal. The page will then reload, and you will be brought to the Case Summary page. Please Note: The option to 
appeal will only request lines that are denied.

Appeal Option
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Appeal Documentation
Once redirected to the Case Summary page you have successfully activated an appeal. From this page you will now be required to 

upload any appeal documents along with an appeal letter by selecting Action then select Add Additional Clinical Information. 

Please Note: If a case is missing authorized days, you will be required to request additional days by selecting Extend, then proceed 

by uploading any appeal documentation within the extended request if needed. 
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How to upload Appeal Documents
After selecting the option to Add Additional Clinical Information you will select a Request Number. When choosing to 
Appeal you may choose R01 (Request Number 1) then select next to continue. When uploading any files, the 
document type should be labeled as Appeal Document as shown below. When finished you may select submit to 
complete the appeal process and the submitted information will be reviewed. 

Appeals may include:

• Appeal Letter

• Requested documents

• Appeal TAR

• Updated Requests (only if 

needed)
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Frequently Asked Questions 
Are Appeals sent through Acentra Health? 

• Yes, if a denial was received, you may submit First Level Appeals through the client's case with the Atrezzo Portal. Any appeals sent to the county 
will be redirected to Acentra Health.

Do we upload an Appeal Letter and any clinical documents into Atrezzo?
• Yes, an appeal letter addressing the reason for denial and any supporting documents labeled as “Appeal Document” must be 

uploaded into the client’s case.

What is needed when submitting an Appeal through Acentra Health?  
When submitting an Appeal, the following documentation will be needed: 
(Please note the information provided below will vary depending on the reason for the Denial). 

• Appeal Letter addressing the reasoning for the denial. 
• Appeal TAR (only if applicable to facility).
• Requested supporting documentation.
• An update of additional requests (only if needed).

How will Acentra Health know I have submitted an Appeal? 
• The Atrezzo Portal will notify Acentra Health that an Appeal has been submitted. Acentra Health will then review the Appeal.
• A Determination Notice will be sent once a decision has been made. 
• Resolution of the appeal will be made within 60 days of receipt in accordance with federal regulations.

Is there a time frame of when an Appeal must be submitted? 
• Yes, all appeals must be filed within 90 days of notification of services denied in the Atrezzo Portal. 

Does the entire chart need to be submitted with an Appeal? 
• No, Acentra Health does not require the entire chart.



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