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Member Services Overview 
 

The ePortal's Member Services allows providers to request authorizations, submit SMI 
reports, and view authorization history. Providers may also use Member Services to submit 
POMS surveys for their eligible members, lookup ALDA/ALMH IDs, and view member 
eligibility. 

 

Authorizations 
 
Select authorization codes are available for ePortal entry through Member Services. Only 
providers contracted to provide the associated levels of care may enter these 
authorizations. 

 
Currently available authorization codes are: 

90791-AX: Forensic Evaluation - Child 
90791-GU: Enhanced Intake Evaluation 
90791-KX: Forensic Evaluation - Adult 
96100-AX: Forensic Psych Testing - Child 
96100-KX: Forensic Psych Testing – Adult 
ASSESS: IBHS Assessment 
CRI: Crisis Authorization 
CSA: Crisis Services Acute Need & Diversion Services 
EOP: Enhanced Outpatient 
FEP: First Episode Psychosis 
FEP-ST: First Episode Psychosis Stepped Care 
H0001: SUD Level of Care Assessment 
H0006: SUD Targeted Case Management (ICM) 
H0006-TF: SUD Targeted Case Management (RC) 
H0010: Three-Quarter Way House (ALDA) 
H0013: 3.7 WM Medically Monitored IP Withdrawal Management 
H0015: 2.1 IOP Services 
H0031-SC: Extended Evaluation–Chester County 
H0036: Psychiatric Rehabilitation, Site Based 
H0036-HB: Psychiatric Rehabilitation, Mobile 
H0038: Peer Support Services 
H0046-HZ: Forensic Support 
H0046-SE: Joint Planning Teams (JPT) 
H0047: Recovery Support 
H0047-HB: Certified Recovery Specialist Services 
H0047-HF: SUD Case Coordination 
H0047-HN: Medication Assisted Treatment Coordination H2030: 
Psychiatric Rehabilitation, Clubhouse 
MOP: Mobile Mental Health Treatment 
OPR: Outpatient Registration 
ORDER: IBHS Written Order 
T1017: Resource Coordination 
T1017-FA: Blended Mental Health Case Management (Homeless) 
T1017-HF: Targeted Case Management—SUD Only 
T1017-HH: Co-occurring Case Management 
T1017-U7: Blended Mental Health Case Management 
T1017-UB: Intensive Case Management 
W0500: Integrated Community Wellness Center 

 

Important Note: Authorization codes not yet enabled for online submission via the 
ePortal must still be submitted via secure email, phone, or fax. 
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Authorization Entry Process 
 

To enter an authorization request, click on the Member Services tab. 

Enter the member’s MA ID and click the Next button: 

 
The next screen will display the member’s information for review. To proceed, select the 
Authorization Request radio button and then click Next. 
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The next page will ask you for an Authorization Code and Start Date. Type at least three 
characters in the Authorization Code box from either the authorization code or description 
to display all available matches. For an authorization code to be available, the entity 
chosen must be contracted to provide that service, and the code must be currently 
enabled for entry via the ePortal. 

 

 
Once an Authorization Code is selected, and an Authorization Start Date is defined, you 
may click Next to continue. 
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The authorization’s details will be displayed on the next page, along with the Service 
Provider Attestation that must be acknowledged before proceeding with the 
authorization. You may collapse and expand the Member Details information by clicking 
on the -/+ sign. 

 

 
Once the Attestation has been acknowledged, click Next. 

 
On the Diagnosis page, you may add Behavioral Health and Physical Health conditions by 
typing either the ICD-10 diagnosis code or DSM 5 diagnosis description in the fields 
provided. A drop down will auto-populate with available codes. Click on a code to select 
it. To remove a diagnosis, click on the X next to the code. Once all codes have been 
selected, click Next. 
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Depending on the authorization code chosen, there may be additional questions asked. 
The final confirmation screen shows that the authorization request is complete. The 
Authorization Number is provided, and the information entered for the authorization is 
displayed. At this point, the authorization cannot be changed in the ePortal. 

 

From this page you may save the authorization information as a PDF or Request Another 
Authorization. 
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Significant Member Incident (SMI) Report 
 
Significant Member Incident (SMI) or sentinel event is an unexpected and undesirable 
outcome that has an adverse impact on the outcome of a member's care. Every provider is 
required to report the types of incidents Community Care considers reportable. Incidents 
must be reported to Community Care within 24 hours of the incident occurring or within 
24 hours of the provider learning of the incident. 

 
To enter an SMI report, click on the Member Services tab, input an MA ID, click 
Next, and then select the Significant Member Incident (SMI) radio button. Click Next 
to proceed. 
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On the next page, all fields must be completed before the Submit button will highlight. 
Once all information is input, click Submit to proceed. 

 

 
When the SMI is successfully submitted, you will be shown a confirmation screen with the 
SMI details. From this screen you will be able to save the SMI Report to a PDF. 
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Restraint Reporting 
 
Providers are to report all physical restraints for Community Care members within 24 hours of the 
restraint. Should an event meet the description of a restraint AND a significant member incident, 
providers can use this ePortal process once to satisfy both reporting requirements. There is no 
need to report escorts (a physical escort is defined as using bodily contact, without the use of 
force, to guide a member to walk to another location). 

To report a restraint, begin on the Member Services tab. 

Enter the member’s MA ID and click the Next button: 
 

 
 
 

The next screen will display the member’s information for review. To proceed, select the Restraint 
Report radio button and click Next. 
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To begin the report, please answer if the member sustained an injury during the restraint, or if the 
restraint did not adhere to guidelines. 

 

 
 
 
If you select Yes, the ePortal will direct you to submit a significant member incident report. 
Choosing Continue will take you straight to the SMI reporting page. Submitting a restraint-related 
SMI report satisfies both reporting requirements. 
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If the restraint does not qualify as a significant member incident, you may proceed with the 
restraint report. Please complete the Date, Location, Contact Name and Phone, Level of Care, 
Time and Type of Restraint, and a Restraint Description. 

 
Please note, to assist providers, Community Care has designated the following definitions of 
physical restraints: 

 
• A manual restraint is a restraint using a manual method or physical hold that immobilizes 
or reduces the ability of a member to move his or her arms, legs, body, or head freely. 
• A mechanical restraint is a restraint using a mechanical device, material, or equipment that 
immobilizes or reduces the ability of a member to move his or her arms, legs, body, or head 
freely. 
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If more than one restraint was used on the same member in the same day, click Add Another 
Restraint. 

 

 
Once you have finished adding Restraint Details and updating the Restraint Description to 
describe all restraints used, you may Submit the report. 
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Your report details will be included on the on the confirmation screen. The PDF button will 
generate a PDF of the report for your records 
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Authorization History 
 

Member Services Authorization History allows providers easy access to authorization 
information and provides advanced capabilities for searching authorization report history. 

 
The New Search section allows you to search and filter authorization report data using a 
wide variety of search criteria. To use the search feature, you may specify one or more  
options to create a customized report based on your criteria. 

 
• Authorization Entry Date - Search for authorizations entered on, before, or after a specific 

date, or entered between two dates. 
• Authorization Start Date - Search for authorizations started on, before, or after a specific 

date, or starting between two dates. 
• Authorization Open On - Search for authorizations open on a specific date. 
• Authorization End Date - Search for authorizations started on, before, or after a specific 

date, or ending between two dates. 
• Member’s Last Name - Enter part or all of a member's last name. If multiple matches are 

found, you will be able to choose one or more members. 
• Member’s MA ID - Enter the 10-digit Medicaid ID. To include multiple members, enter 

multiple Medicaid IDs separated by commas. 
• Authorization Number - Enter the numeric authorization number or enter multiple 

authorization numbers separated by commas. 
• Level of Service - Select one or more levels of service 
• Authorization Code - Select one or more authorization codes 
• Contract - If you provide services in multiple contracts, select one or more contracts 

Click Reset to clear all search selections. Once your parameters have been entered, click 
Search to search authorization history. 

 



Version Date: 03/22/2023 15 of 20  

Authorization history will be displayed on the Search Results page. From this page you 
may Edit your search criteria, Save your search, or export your search results to a CSV file 
by clicking on the corresponding buttons above the search results table. You may also 
view your saved searches by clicking the My Searches button, or start a New Search. 

 
To view all authorizations for a specific member, you may click the blue MA ID number of 
the member you wish to view, located in the MA ID column. 

 

 
 

My Searches 
 

Saved searches can be found under My Searches. Here you can review your saved 
searches and search criteria, run a saved search by clicking on Search, or delete a saved 
search. 
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Recent Reports 
 

The Recent Reports tab allows you to view reports of all authorizations submitted within 
the last seven days and the last four weeks. To view the list of submitted authorizations, 
click the blue link associated with the time frame you wish to see. 

 

 

Member Discharge 

 
Providers can use the Authorization History search function to submit member discharge 
information when applicable. On the Search Results page, click the blue Submit link on the 
authorization you wish to end date to bring up the Submit Discharge Information form. 
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On the Submit Discharge Information form, fill in the Authorization End Date field, then 
click Submit. The Discharge column in the authorization history entry will update to read 
Submitted. 

 

 
POMS Reports 

 
POMS reporting can also be completed in Member Services when POMS permissions 
have been granted. POMS due lists will be updated in the ePortal each business day 
and can be reported on immediately. 

 

 
To begin entering POMS data, click the Edit icon in the Action column of the member 
you would like to complete. You may use the search boxes at the top of the columns in 
the table to find specific POMS for completion. You may also export the list to a CSV file. 



Version Date: 03/22/2023 18 of 20  

If your agency has not seen this member in the past 90 days, select the No radio button 
and click Submit to submit the POMS. 

 
 

 

If your agency has seen this member in the last 90 days, select the Yes radio button and 
then fill out all required information before clicking Submit. 
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ALDA/ALMH ID Lookup 
 
For providers with ALDA and ALMH contracting, IDs may be searched for under the 
ID Lookup tab in Member Services. To begin, select the appropriate Benefit Plan 
radio button, if applicable, and then fill in all required fields. Once all information has 
been entered, click the Submit button. 

 

 
 
If an ALDA or ALMH ID is successfully found, the member information will be displayed. 
You may export this information to a PDF or click Request Authorization to start the 
authorization process for this member. 
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If an ALDA or ALMH ID cannot be found, the following message will display: 
 

 
 

ePortal Technical Support 
 

If you have questions or experience technical issues with the ePortal, please use the 
Contact Us link on the login page at http://secure.ccbh.com. We will respond within one 
business day. 

http://secure.ccbh.com/
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