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This presentation will review 
the following features:

 Submit a Virginia MHS authorization request
 View status details of the submitted request

Objective
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Authorization Request

You can now request an authorization for Virginia MHS services through Provider Express by 
selecting Auth Request from the Auths drop-down.
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Authorization Request

You can either select Request a new authorization or View my Census. The census is where 
you can view your authorization requests for recent members and the corresponding status.
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Authorization Request – Request a new authorization

When you select Request a new authorization, you will be prompted to select the 
service you want to request the authorization for.  Then select continue to view the 
services that may be requested.  Then select continue to begin your request.
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Authorization Request – Request a new authorization

Now you will select the Provider and the service address using the drop downs 
provided. 

Next you will search for the member you are submitting a request for.  You may search by the 
Member ID or the Name and Date of Birth.  After you have selected the member, select 
continue
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Authorization Request – Request a new authorization

You may now complete the authorization request.  When attaching documents make sure to 
select the correct document type.  Once completed, select submit.
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Authorization Request
You will now see the Member Census that shows the member status. This is where you can view 
your authorization requests for recent members and the corresponding status. 
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Authorization Request – ‘View my Census’ 
You can view the authorization details by selecting the corresponding row for the member in 
the census.  Select the specific request to view the authorization request entry details.
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Authorization Request – ‘View my Census’
You may also access the census screen, by selecting View my Census from the Auth Request screen.  
Ensure the correct provider is selected from your provider menu in the righthand corner of your screen.  
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