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Quick Training Guide 

How to Attach/Upload Documents To An Existing Prior Authorization 

 
The AHCCCS Online Provider Portal allows providers to create an initial PA case,  add 
additional Events and upload required documents to an existing PA case for review.   
 
Prior Authorizations that are in a Pend status, providers can make corrections to 
information on the Portal, i.e., change date, units, add a CPT/HCPCS code.  
 
The AHCCCS Online PA portal does not allow a provider to make changes to a prior 
authorization if the Pend status (PH009) has been changed to Approved, Denied or 
Revoked by the PA team.  
 

Providers can check the status of a PA request at any time, view comments 
entered by the PA reviewer to determine if additional documents are required 
or if the provider may need to take action steps to finalize the PA request.  

 
1. Navigate to the AHCCCS Online Provider Portal 

https://ao.azahcccs.gov/Account/Login.aspx?ReturnUrl=%2f 

2. On the sign in page under the Menu options, select Prior Authorization 
Submission. 
 

Note: The Prior Authorization Inquiry tab will only allow providers to view the 
PA details, but will not allow providers to make any changes or add 
documents. 

 

3. Search for the PA request by entering the required information on the Case 
Search screen. 

4. Select the Case / PA Number from the search results, and select the PA that 
you need to add the documents to.   

5. Select the appropriate prior authorization sequence number (i.e., 01, 02).   

6. On the Event List page, select the Attachments tool located on the right-hand 

https://ao.azahcccs.gov/Account/Login.aspx?ReturnUrl=%2f
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side of the page.   

 

 

7. The Attachments box will open. Click the drop down arrow and select the 
appropriate Request Type from the options provided. Next, Select the file to 
upload from your desktop or folder and click the Upload Attachment tab.  Your 
documents will show under the Pending Attachments tab.  

 

 
8. Final Step - Click the Submit button again to move the documents from the 

Pending Attachments column to the Submitted Attachments column.  

Note:  

● Make sure all documents are complete and legible.   
● No changes can be made via the AHCCCS Online Portal once the status of the 

prior authorization is changed from Pend (PH009) to Approved, Denied or 
Revoked.  

● It is important for providers to use the AHCCCS Online Provider Portal to check 
authorization status as reviewers will document requests for additional 
information via the Portal. 

 

 
 

 
Training Resources: https://www.azahcccs.gov/Resources/Training/DFSM_Training.html 

https://r20.rs6.net/tn.jsp?f=001ClsO1_-GSuDrkg3s7oWuM4vWU2Qo0Nlo92A6dTNevxNuO0twveP_L4EKS6ls2xFWIf7FxOSrDhyK4gB41CNdETdtYFSrZ_ZfjBeR00S2Vw96ETPvapQxEDo2sCd5fpTyMOaxkKaJnmiV74yE_ynmni3XGhKWypva0tiqXMkDXWhyjdynyx_VIvh8iMlALS9s5_ZuskspHiU=&c=Xi2OfA48W9nb_h3irgzmcdAnYva72EvPN1ybDm5USfRJqwILc39DFw==&ch=9PbJR2TncjeKVvuZcKsBgKkqB2Kg_kE28MbLJYQFx5oz9YSFYezExA==
https://www.azahcccs.gov/Resources/Training/DFSM_Training.html

