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Referrals & Pre-Certs 
 
 
 
 
 
 
 
Welcome to Passport OneSource®!  This manual is intended to 
supplement your training with Passport Health Communications. 
Please remember that Passport offers FREE Online training to 
your facility at any time.  
 
 
 
 
 
 
 
Confidential and Proprietary Information. This document and the software and services described herein are the 
confidential and proprietary information of Passport  Health Communications, Inc.  The document is intended for review by 
customers and their approved users only and should not be distributed to any other third party or persons. 
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This section of Passport will allow you to both submit and view Pre-Certs 
and Referrals.   From your home screen, click on “Referrals and Precerts.” 
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To get started, simply choose the payer and function you desire and click 
on the appropriate link. 
 
For the first example we will choose “Aetna Pre-Cert” under the Submit 
section. 
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Once you have chosen your desired payer and function your screen will 
refresh and you will be directed to the following search screen. 
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Next, you will begin entering your patient’s information.  
 
*NOTE: The question marks to the right of the codes below lead you to a 
code search. 
 
The screen will appear as displayed below. 
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The next section of Passport OneSource will allow you to VIEW any Pre-
Certs that have been submitted thru Passport OR directly with the payer.  
To get started simply select your desired payer.  
 
For this example we will choose “Aetna Pre-Cert” under the View section. 
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Once you have chosen your payer you will be directed to the following 
search screen.  
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*NOTE: Within this payer you will have search options listed at the top of 
the entry form as displayed below.  
 

 
 
 
 
 
 
Once you have chosen your desired search option simply enter your 
patient’s information and click “Go” or “Enter.”  
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Once the response returns it will appear as follows.  
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This next section of Passport OneSource will allow you to Submit 
Referrals. To get started simply select your desired payer.  
 
 For this example we will choose Aetna Referral under the Submit section.  
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Once you have chosen your payer you will be directed to the search screen 
shown below. 
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You will first choose from various submit options as shown. Once you 
have chosen your submit option, you will enter the appropriate information 
in the following fields. 
 
*NOTE: In this example we have chosen to search by “HMO Subscriber ID.” 
 
In the “Referred TO Provider” section you are able to enter a NPI number or 
choose one from your address book.  
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You also have the OPTION to choose the appropriate taxonomy (specialty)  
code as displayed. 
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Next, choose the appropriate facility type code.  
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You will have the option to input diagnosis or procedure codes along with 
any message you will like to include for the payer.  
 
When you have completed the form, click “Go” or “Enter” as displayed 
below.  
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When the response returns it will appear as follows. 
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This section of Passport OneSource will allow you to View Referrals. To get 
started simply select your desired payer.  
 
For this example we will choose “Aetna Referral” under the View section.  
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Once you have chosen your payer you will be directed to the following 
search screen.  
 

 
 
 
 
 
*NOTE: Within this payer you will have various search options listed at the 
top of the entry form. 
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Once you have chosen your search option, you will enter the patient’s 
corresponding information.  
 
*NOTE: In this example we have chosen to search by “HMO Subscriber ID.” 
Only items in bold are required.  
 

 
Once you have completed this form, simply click “Go” or “Enter.”  
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Once the response returns it will appear as follows.  
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Within the Referrals & Pre-Certs section you are able to build out an 
address book for your providers. This process is very simple and will be 
explained over the next three pages. 
 
 
 
 
 
First, click “Address Book” located at the bottom of your Referrals & 
Precerts page as displayed below. 
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When your screen refreshes it will be appear as shown below. To add a 
new entry, simply choose “Create from Custom.” 
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Next, you will see the following screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Simply enter the Provider’s information into the fields shown.  
 
Choose the appropriate payer and enter the corresponding provider 
numbers (NPI numbers) to the right.  
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When you have completed these steps click “Save.” This entry will now be 
saved in the “Aetna Submit Pre-Cert” form.   
 
 
 


