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What we will cover

• How to submit prior authorization (PA) requests for Retainer Payments 

on and after July 1, 2019:

– Changes effective July 1, 2019 for all adult RTH/RTFs

– Getting started with the Provider Web Portal

– Submitting and checking PA requests online

– Where to get help



JULY 1, 2019 CHANGES

Medicaid prior authorizations for retainer payment



What are the changes?

• Starting July 1, 2019, you must do the following for Retainer Payment 

prior authorization (PA) requests:

– Submit requests to OHA (not KEPRO)

– Use the Retainer Payment packet posted at 

https://www.oregon.gov/oha/HSD/OHP/Pages/MH-Rates.aspx

– Submit requests online at https://www.or-medicaid.gov

• If approved, OHA will issue authorization notices once the provider has 

confirmed the individual has returned to the residential setting.

• Retainer payments will be at the facility’s Tier 1 rate.

https://www.oregon.gov/oha/HSD/OHP/Pages/MH-Rates.aspx
https://www.or-medicaid.gov/


Retainer Payment PA requirements

• OAR 410-172-0705(22) allows RTH and RTF providers to submit 

retainer payment PA requests:

– For Medicaid-eligible individuals in an RTH or RTF setting

– For a temporary absence of 30 days or less

– For medical or psychiatric reasons (e.g., hospitalization)

• The PA request must include: 

– Requested dates (units) of temporary absence,

– Service code T2033 with modifier HK (plus modifier HW if the 

individual is 1915(i)-eligible), and

– Clinical information supporting the medical or psychiatric reason for 

absence.



Retainer Payment PA requirements, cont’d

• When to submit requests:

– Submit initial requests within 2 business days of the qualified 

absence.

– Submit extension requests at least 2 business days before the initial 

authorization ends.

• OHA will not approve the PA until the provider confirms the individual 

has returned to the residential setting.

• The provider confirms the individual’s return by:

– Uploading an updated Retainer Payment form with the return date, 

through the Provider Web Portal, to the originally submitted PA.

– Do not enter a new PA request. Edit the existing request only.



GETTING STARTED WITH THE 

PROVIDER WEB PORTAL
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What we will cover

• What you need to get started

• How to set up a Provider Web 

Portal account*

– New account

– Existing account with or 

without PA roles

• How to sign in

• This is so that you can give staff 

online access to:

– Submit PA requests

– Check PA status

– Verify OHP eligibility

– Submit claims

– Check claim status

– And more

*Refer to the Provider Web Portal Quick Set Up Guide 

(OHP 3160) for step-by-step set up information



What you need

• A computer with internet access and Microsoft Internet Explorer or 

Mozilla Firefox

• The website: https://www.or-medicaid.gov

• A Provider Web Portal account

– If your office does not use the web portal: You need a PIN to 

create an account. If your PIN does not work, ask Provider Services 

for a new PIN letter.

– If your office uses the web portal, but you do not: Your office’s 

administrator will need to give you access through a clerk account.

– If you use the web portal, but do not have the Prior Auth roles: 

Ask your office’s web portal administrator to give you these roles.

https://www.or-medicaid.gov/


Setting up a new account 

1. At Account>account setup, enter your 6- or 9-digit Oregon Medicaid 

provider ID and the PIN from your PIN letter

2. Click the setup account button

Login ID is your 6 or 9-

digit Medicaid provider ID

PIN is issued by OHA 

and is case-sensitive



Complete the account setup screen

1. Complete all fields on the screen; answers 

are case-sensitive

2. Check the I Agree box

3. Click submit

Password requirements:

1. At least eight characters

2. One upper-case letter

3. One lower-case letter

4. One number or special character



The password 

assigned by the 

administrator is 

temporary

Password requirements:

1. At least eight characters

2. One upper-case letter

3. One lower-case letter

4. One number or special character

Set up a new clerk account

1. Go to Account>Clerk Maintenance

2. Click add clerk

3. Enter clerk information

4. Use arrows to assign Eligibility Inquiry, Prior 

Auth Inquiry and Prior Auth Submit roles

5. Click submit



Update an existing clerk account

1. Go to Account>Clerk Maintenance

2. Click row to select a clerk

3. Use arrows to assign Eligibility Inquiry, Prior 

Auth Inquiry and Prior Auth Submit roles

4. Click submit



Logging in

• Always go to https://www.or-medicaid.gov

• Go to Account>secure site

• Enter your user name and password

• If you forget your password:

– After two incorrect tries, click the reset password button.

– Three incorrect tries will lock your account.

https://www.or-medicaid.gov/


SUBMITTING PA REQUESTS
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Start a new PA request

• Anyone with the Prior Auth Submit role can submit a PA request.

• Submit the request within 2 business days of the qualified absence.

• After logging into https://www.or-medicaid.gov, click Prior 

Authorization>New.

https://www.or-medicaid.gov/


Complete base information fields

1. Enter resident’s client ID

2. Choose PA assignment HSD-MH Retainer Payment

3. Click next



Enter Line Item information

1. Service Type Code: Procedure Code

2. Procedure Code for retainer payment is T2033

3. Modifier(s) – Enter from left to right (HK required; HW if 1915i)

4. Enter Service Provider ID: The facility’s Medicaid ID

5. Requested start and end dates, units (days)

6. Click add to enter additional line items

7. Click next to continue



Notes (optional)

If you want to add a note:

1. Click add

2. Description: Write the note

3. Click save to submit

If you don’t want to add a note, just skip to step 3 (click save).



Confirmation message

1. Refer to the Prior Authorization number to 

check PA status

2. Click Attachments to upload supporting 

documents 

• Refer to 410-172-0705 (22) for 

documentation requirements



Upload attachments

Take these three steps for each attachment you want to upload.

1. Click on the “Browse” button at the end of the “Select File to 

Upload” field. Select the file from your network folders. Files must be 

PDF, TIF/TIFF, or TXT and not exceed 10 MB per file.

2. Use the default priority setting (“Routine”). Please do not change 

this setting.

3. Click the upload button when you have selected the file. 



What happens next?

• OHA will review requests within one business day.

– If it does not meet OAR requirements for Medicaid retainer payment, 

OHA will deny the request.

– If it does meet OAR requirements, OHA will change the status from 

“Evaluation” to “Ready to Review.”

• The request will remain in “Ready to Review” status until the individual’s 

return date is confirmed.

• To confirm the individual’s return date:

– Find the existing PA request, and

– Upload the updated Retainer Payment form to the PA. 



FINDING AND UPDATING PA 

REQUESTS
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Finding existing PA requests

• Anyone with the Prior Auth Inquiry role can do this.

• After logging into https://www.or-medicaid.gov, click Prior 

Authorization>Search.

https://www.or-medicaid.gov/


Two ways to search for a PA request

1. Click a row in the Recent Prior Authorizations 

list, or

2. Use the Prior Authorization Search. 

• Enter criteria and click search. 

• Search by Prior Authorization number for 

best results. 



Find and select the existing PA request

• Results display below the search criteria you enter.

• If the status is Ready for Review, you need to update the PA by 

uploading the updated Retainer Payment form. 

• To open the PA, click the row that contains the request.



Update the 

existing PA 

request

At the bottom of the 

PA request, click 

Attachments.



Upload attachments

Upload the updated Retainer Request Form.

1. Click on the “Browse” button at the end of the “Select File to 

Upload” field. Select the PDF of the form from your network folders.

2. Use the default priority setting (“Routine”). Please do not change 

this setting.

3. Click the upload button when you have selected the file. 



What happens next?

• The status of the PA will change from “Ready for Review” to “Information 

Received.”

• OHA will review requests in “Information Received” status within one 

business day. 

• If the request is approved, OHA will:

– Change the PA status to “Approved”

– Mail an approval notice to your MMIS “Mail-To” address. 

– Include the Tier 1 rate and approved dates of temporary absence. 

• If you don’t get the PA notice:

– Contact Provider Enrollment to update your mailing address.

– You can also look up the PA at https://www.or-medicaid.gov to see 

whether it was approved or denied.

https://www.or-medicaid.gov/


WHERE TO GO FOR HELP
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OHP Behavioral Health Policy page

www.oregon.gov/OHA/HSD/OHP/Pages/Policy-BHS.aspx

• Current rules

• Handbooks for claims and PA

• Procedure codes and fees

• Recent announcements from OHA

http://www.oregon.gov/OHA/HSD/OHP/Pages/Policy-BHS.aspx


OHP Provider Web Portal page

www.oregon.gov/OHA/HSD/OHP/Pages/webportal.aspx

• Quick references and training videos

• Searchable list of guides, handbooks

http://www.oregon.gov/OHA/HSD/OHP/Pages/webportal.aspx


OHP Eligibility Verification page

www.oregon.gov/OHA/HSD/OHP/Pages/Eligibility-Verification.aspx

• How to verify a resident’s OHP benefits

• Tools, samples and resources

http://www.oregon.gov/OHA/HSD/OHP/Pages/Eligibility-Verification.aspx


Useful contacts

• Provider Services

– 800-336-6016 (Option 5) or 

dmap.providerservices@dhsoha.state.or.us

– Provider Web Portal PIN and password resets

– Help using the Provider Web Portal

• Provider Enrollment

– 800-336-6016 (Option 6) or provider.enrollment@dhsoha.state.or.us

– Update your MMIS Mail-To address (for PA notices)

• HSD Contracts 

– ABH.ResidentialCapacityReporting@dhsoha.state.or.us

– Questions about retainer payment PA decisions

mailto:dmap.providerservices@state.or.us
mailto:provider.enrollment@state.or.us
mailto:ABH.ResidentialCapacityReporting@dhsoha.state.or.us


NEXT STEPS
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What we learned

• Starting July 1, to receive retainer payments for Medicaid-eligible 

individuals, you must submit PA requests to OHA (not KEPRO). 

• The web portal is the best way to submit requests.

• Check with your office administrator first about what you need to do to 

get the PA roles.

• Review the Behavioral Health policies and guidelines to make sure you 

submit requests with all required documentation the first time.



Next steps

• Get your account set up at https://www.or-medicaid.gov.

• Try submitting PA requests online, with required documents.

• If you have any issues or questions:

– Contact Provider Services for web portal questions

– Contact KEPRO for clinical questions

https://www.or-medicaid.gov/

