
ProAuth Referrals Instructions

for 

In and Out-of-Network Referrals

Visit ProAuth Documentation (martinspoint.org) for ProAuth FAQs and more ProAuth Provider Information

https://martinspoint.org/For-Providers/Tools/ProAuth-Documentation


Viewing Referrals



Viewing Referrals 

Important: You can only view referrals when the Requesting Provider or Servicing Provider are an exact match to a provider/location in 
your Provider Filter!!!

1. Provider Filter - Select All or 
Individual Locations in your 
Provider Filter in the top right 
corner of your screen. 
(Button beside Provider Filter 
is gray when filter is not set.)  

2. Filter By – The date range of 
referrals is defaulted to a one 
week look back.  Change the 
date to increase or decrease 
the date range. 

3. Member ID and 
Authorization Number – Use 
these fields to find referrals 
by Member ID or 
Authorization Number.

4. View Auth Details and 
Correspondence – Click on 
the Auth/Referral you want 
to view (will turn blue) and 
click to view the details or 
the correspondence.

5. Extend – Renew your referral 
each year by using the Extend 
button.



Entering Referrals

• The Service Types (Referral Network or Referral NON Network) must match to the network 
status of the Servicing Provider.  If they do not match you will see a message telling you to 
update the Service Type to match the status of the Servicing Provider. (You will not be able to 
move to the next screen without changing the Service Type.)

• NON Network (out-of-network) additional entry steps are in blue. 



1) Service Type = Select Referral 
NON Network

 
2) Place of Service = Select Office or 

Outpatient Hospital

3) Primary Diagnosis = Enter ICD-10 
code (secondary diags can be 
entered on another screen)

4) Primary Procedure = Code REFER 
will auto-populate (this is only 
code that should be used on a 
Referral request)

5) Requested Units = Enter # of 
months referral will be needed 
(no more than 12 will be 
approved)

6) Unit = Select Months

7) Start Date = Use today’s date

8) End Date = no more than 12 
months after Start Date

9) Servicing Provider = Use the 
service location of the specialist

10) Next – Click on Next to move to 
see requirements and move to 
second screen

ProAuth Out of Network Referral Request – Initial Screen Entry Instructions



1) Service Type = Select 
        Referral Network
 
2) Place of Service = Select Office or 

Outpatient Hospital

3) Primary Diagnosis = Enter ICD-10 
code (secondary diags can be 
entered on another screen)

4) Primary Procedure = Code REFER 
will auto-populate (this is only 
code that should be used on a 
Referral request)

5) Requested Units = Enter # of 
months referral will be needed 
(no more than 12 will be 
approved)

6) Unit = Select Months

7) Start Date = Use today’s date

8) End Date = no more than 12 
months after Start Date

9) Servicing Provider = Use the 
service location of the specialist

10) Next – Click on Next to move to 
see requirements and move to 
second screen

ProAuth In Network Referral Request – Initial Screen Entry Instructions



1) Urgency Level = Select appropriate level 
(See urgency definitions by clicking on Blue 
box beside the dropdown options)

2) Out-of-Network Reason = Select most 
applicable option from the list (Additional 
information can be provided on the Add 
Note screen)

3) Requesting Provider = Use a Service 
Location in your Provider Filter (You will 
enter the referring provider’s  info on the 
Add Note screen)

4) Requesting Provider Contact Name = Enter 
name of who to contact for questions

5) Requesting Provider Contact Number = 
Enter phone # for who we should call if we 
have questions or need more information

6) Requesting Provider Fax Number = Enter 
Fax # to use if we need to send you 
information

7) Secondary diagnosis = Enter any additional 
relevant diagnoses 

8) Add Note = See instructions on page 8

9) Add Attachment = See instructions on   
page 9

10) Provider Specialty = Important! - This field 
needs to be completed to approve your 
request. Select the closest match and if 
needed, add additional info on the Add Note 
screen.

11) Next – Click on Next to move to see 
requirements and move to the Review 
screen

ProAuth Referral Request – Second Screen Entry Instructions

Network referrals do not require medical records. 
 
NON Network referrals require medical records to be attached.



ProAuth Referral Request – Add Note Instructions

1) Instructions = Provides information on referrals.

2) *Specialty Field Attestation* = Built in reminder to enter the Specialty Type to which you are 
referring.  This is needed for immediate approval of your request.  If you do not fill out this 
field your network referral will not auto-approve.

3) Referring Provider Name = Enter the individual referring provider’s name and credentials 
(MD/DO/NP/PA).  The service location of the referring provider should be used in the 
Requesting Provider field. 

4) Referring Provider NPI = Enter referring provider’s NPI #

5) Additional Referral Information = Use this field to provider more information about the 
specialist.  You should enter the Service Location of the specialist’s office in the Servicing 
Provider field.  

6)   Save = Click on Save button to save the information you have entered.

Non Network Referrals

• Do not auto-approve. 

• Are reviewed for the need to be seen by an out-of-network specialist.  

• Enter information in the required field explaining the reason the member is being 
referred out-of-network.



1) File = Attach RECENT and RELEVANT 
records using the BROWSE button. (Note 
– File names can contain alphanumeric 
characters, dashes, and underscores) You 
can attach more than one file but can only 
add one file at a time.

 
2) Document Type= Select Medical Records 

from the dropdown list.

3) Comment = Use this field to enter 
information to call out specific 
information of importance in the medical 
records you attach (e.g., See page 2 of the 
consult note or see visit note dated 
8/31/23…)

4) ADD = Click the ADD button to save the 
attached document to your request 
(Documents will not stay attached if you 
do not hit the Add button.)

5) REMOVE = Click to highlight a file and 
then you can click the REMOVE button to 
delete it.

6) CLOSE = Click on the CLOSE button once 
you have completed attaching medical 
records.

ProAuth Referral NON Network Request – Add Attachment Instructions



1) Verify Member Selection – Make sure you have the correct member for your request showing on the left side panel (if wrong member 
you will need to cancel the request and re-enter information on the correct member).

2) Verify Provider Selection - Make sure the REQUESTING PROVIDER is an option in your Provider Filter list (if not, you will see a WARNING 
that you will not be able to view the auth and check the determination status) – Click on the RETURN TO AUTHORIZATION button and 
then on the next screen select the EDIT option on the right to update the requesting provider or any other information.

3) Last Step – Click on the SUBMIT button at bottom of the page.  

4) Dashboard - To view your requests use the Dashboard . Remember change the date filter to see requests entered beyond the last 7 days.

ProAuth Referral Request – Final Steps
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