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Acknowledge a Service Authorization- for Linked 
Provider Users 
 

 
When a Service Coordinator sends a Service Authorization to a Linked Provider, the users at 
the Linked Provider can acknowledge that Service Authorization. They will receive a count 
under the Individual Budgeting section on their To Do tab of the Dashboard for the Service 
Authorizations that they will need to acknowledge. 

 
In order to be able to acknowledge Service Authorizations, users need to have appropriate 
access privileges on the Individual and will also require the IB Provider Service Auth. 
Acknowledge role assigned to the respective user accounts.  

 
Acknowledge a Service Authorization 

 
1. In the To Do tab, click on the number beside ‘Acknowledge’ under the Service Authorization section. 

 

 
 

 
2. This will open the ‘Service Authorization’ list page. Click on a Form ID of  the Service 

Authorization that you would like to open. 
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This will take you to the Service Authorization page. 
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3. On the ‘Billing Service Authorization’ section of the page, select the ‘ Program (Site)’ where the service will 
be provided to the individual using the dropdown menu. 

 

 
 

4. After you have done so, click on the ‘Acknowledge’ button. 
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You will receive the success message in the following page and the status of the Service Authorization will be 
changed from ‘Pending’ to ‘Acknowledged’ 

 

 
 
 

5. Acknowledging the Service Authorization will create a Billing Service Authorization which will be used to 
generate Billing Claims for the services provided. The system will automatically record Service 
Consumptions using the submitted claims. 
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You can access the Billing Service Authorization from the   Service Authorization by clicking on the link beside 
‘Form ID:’ under the ‘Billing Service Authorization’ section. 
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