
 
 

BH Authorization/Referral 
Requests in the Provider 
Portal - JIVA 

Jiva Training 



 
   

 

 
  

Provider Portal 

Log In 

From the Provider 
Portal,toggle on Auth and 

Referral and select Jiva 

Each time you sign on to 
Jiva, you will need to 

agree to the disclaimer 
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Provider Portal – JIVA Dashboard 

The Dashboard 

Once signed on to JIVA, you will be directed to your dashboard. Your dashboard provides 
you quick access to the task list and notifications for the episodes assigned to you. 
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Entering New Behavioral 
Health Request in Jiva 
Jiva Training 



   

    

  

    

Provider Portal – Working in Jiva 

Submitting a BH Request – Member Search 

• Select “New Request” from the Menu 

You must use Subscriber ID as the Member ID. Click Search. 
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Provider Portal – Working in Jiva 

Submitting a BH Request 

• Member Populates 

• On any row (if more than one) click “Add Request” under Action 

• Choose type of request – for behavioral health will always be OP 
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Provider Portal – Working in Jiva 

Submitting a BH Request 
You can also add a request by clicking on the member’s name (blue hyperlink) which takes you to the MCV. Click on + 
Add Request and choose inpatient or outpatient. 

Either method will allow you to enter an inpatient or outpatient requests and the process is the same for both. 

Note: Behavioral Health referral and treatments are outpatient requests. 

From member search 

From member centric view (MCV) 
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Provider Portal – Working in Jiva 

Submitting a BH Request 

90% of BH services with the Alliance do not require In Jiva, mandatory fields have a *. 
authorization. 

Enter Request Type and Reason for Request. 
Services that required auth/referral approval are: 

NOTE: For BH Services Reason for Request, please use either • Refer member to an out of network (OON) provider OON Referral or OP Behavioral Health. 
• OP BH Services: BH Treatment, Intensive OP Services, 

and Partial Hospitalization 
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Provider Portal – Working in Jiva 

Submitting a BH Request - Enter the Diagnosis or Diagnosis Code 

Notice you can free-text search for a 
diagnosis in addition to simply 
entering the actual diagnosis code. 
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If you incorrectly enter a diagnosis, you can remove by click on 
the delete icon under actions and you will receive an alert 
asking if you are sure you want to delete the diagnosis. Click ok 
and you will see that the incorrect diagnosis is gone. 



   
    

         
  

   

      
  

   
  

     
 

  
   

   
    

    
  

   
    

 

Provider Portal – Working in Jiva 
Submitting a BH Request – Attach Providers 

Next, Click ‘Attach Providers’> You must add a Requesting and Servicing Provider. Requesting 
Provider should always be the submitter’s facility/organization. 
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• Click the blue ‘Attach Providers’ button. 

• A new attached providers screen will pop up, you 
can search by last name, facility name, first name, 
NPIN, or Provider ID. Choose an option and click 
‘Search’. The results will appear to the right. 

• Verify to make sure the address location is correct 
for the provider. 

• Click on the Provider Role drop-down of the provider 
you wish to attach and select the role. 

• Click the settings icon on the left and select 
Multiple Attach to add provider below. You must 
repeat this step one more time to add both 
Requesting and Servicing Providers. 

• Once you have both desire providers listed 
below, click the green “Attach” button to attach 
providers to your request. 



   

   

        
         

   

Provider Portal – Working in Jiva 

Submitting a BH Request 

If you incorrectly attached a provider, you can remove the provider by clicking on the delete icon 
(minus sign) while in the provider attach screen or in the request form. Note that you must attach 
2 providers (Requesting and Servicing) in order to submit your request. 
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Provider Portal – Working in Jiva 
Submitting A BH Request – Referral 

If requesting a referral to an out of network provider, Reason for Request must be OON Referral. code 
type must be ‘CUS’ for custom and under Service Code, type con (for consult) or fol (for follow-up) and 
make appropriate choice. 
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Provider Portal – Working in Jiva 
Submitting a BH Request – OP Behavioral Health 

If requesting for Behavioral Health Treatment, Intensive OP Services, and Partial Hospitalization 
services, please use OP Behavioral Health as Reason for Request. 
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Provider Portal – Working in Jiva 

Submitting a BH Request – Attach document 
You need to attach a document with relevant clinical information supporting the request being made on behalf of the 
member. To upload supporting documents, enter document title, type and then, hit browse. 

Double click on the document to 
upload. 

The uploaded 
document title is 
displayed next 
to the Browse 
button 14 



   

      
       

  

  

  

  

Provider Portal – Working in Jiva 

Submitting a BH Request – Add user contact information 
You, the requester, will need to add your contact information in this section of the request form. 

• Office Contact Name: Enter your name as the portal user who's submitting the request 

• Your or office contact phone number 

• Your or office contact fax number 

• Your provider name . If not applicable, put N/A 
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Provider Portal – Working in Jiva 

Submitting a BH Request – Add Notes 

If you wish to include a note for the nurse reviewer, you may do so. Please choose Web Note as the note type, add 
your note and then click green “Submit” button to submit request. 

Note: You may click  ‘Save as Draft’ to finish later, or ‘Cancel’ to cancel 
request. If you are ready to submit, click the green ‘Submit’ 
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Provider Portal – Working in Jiva 

Submitting a BH Request - confirmation 

As you click submit, there will 
be a popup alert for not 
attaching document if there is 
no document attached. Click 
OK to submit the request or 
Cancel and add document. 
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Provider Portal – Working in Jiva 

Submitting a BH Request 

If you prefer to fax your request after enter in Jiva or fax an attach document, you will need to print the view episode 
abstract and faxed to 831-430-5851 for Rx-PAD, all other request types faxed to 831-430-5850. 
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Provider Portal –Working in Jiva 

Checking status of a Request 

Jiva provides real-time request status. To find a list of all your requests and their status, you can locate the My 
Request widget on your dashboard which reflects the total number of open requests submitted by you. 

Click the blue text to open the complete listing of all requests 
submitted by the user.  

After opening My Requests, open the settings icon at the left of the 
desired line item and select either “Open” to access the whole request, 
or “View Episode Abstract” to view a summary. 
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Provider Portal –Working in Jiva 

Checking status of a Request 
Jiva provides real-time request status. To find a list of all your requests and their status, you can locate the My 
Request widget on your dashboard which reflects the total number of open requests submitted by you. 

Click the blue text to open the complete listing of all requests submitted by the user. 

User can filter requests by type, status, and date. Requests can be sorted by auth type, member name, date, 
and status, 

After opening My Requests, open the settings icon at the left of the 
desired line item and select either “Open” to access the whole 
request, or “View Episode Abstract” to view a summary. 
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Any questions or concerns, please 
email portalhelp@thealliance.health 

Thank you! 

mailto:portalhelp@thealliance.health
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