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Exam Authorization 
What is authorization? 
Insurance companies and other providers may require authorization. Authorization involves contacting the 
insurance company about a procedure, providing proof of medical necessity, and obtaining permission for the 
procedure in the form of an authorization number.  

Configure authorization rules 
Authorization rules prevent you from scheduling an exam on a date sooner than the amount of time required to 
obtain insurance authorization. Exa PACS/RIS automatically adds a warning (red star) to studies on the worklist 
that match the criteria in your rules (such as facility, modality, and procedure codes) that are awaiting 
authorization.  
 

• Navigation (“burger”)  menu > Setup > Office > Exam Authorization.> ADD. 
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1. To select individual facilities, select Choose facilities and then select one or more facilities in the 

dropdown list. 

 
2. Select NONE SELECTED, then select one or more modalities for the authorization rule. 

7. 

1. 

2. 
3. 

4. 
5. 
6. 
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3. Type the minimum number of days an exam must wait for authorization before being scheduled.  
4. Select Allow Scheduling to allow users to schedule exams before they are authorized.  
5. Select NONE SELECTED, then select one or more procedure codes for the authorization rule.  

 

 

6. Select NONE SELECTED, then select one or more insurance providers for the authorization rule.  

 
7. Select SAVE.  
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Authorize an exam 
The colored stars on study rows of the worklist indicate the authorization status of the study or pre-order. 

 No Authorization 

 Needs Authorization 

 Pending Authorization 

 Authorized 
 
You can authorize an exam from the worklist, or from within the study itself (in the Edit Study screen).  
 

Authorize from the worklist  
1. Select the red or yellow authorization star, and then in the pop-up menu, select the study to authorize.  

 
 
 
 
 

2. In the Manual Authorization screen, select the Insurance Level to authorize.  
 

 
 
 
 
 
 
 

3. Fill in the fields in the figure below.  
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4. Select one of the following: 

SAVE   Authorize the exam 
PENDING  Change the study to Pending Authorization status 
DENIED  Deny authorization.  
 
Result: The color of the authorization star will change according to the status selected.  
 

Authorize from the Edit Study screen 
1. On the worklist, open the study or order to authorize in the Edit Study screen.  
2. In the left pane, select INSURANCE PROFILE, and then select the insurance level to authorize.  
3. Under Authorization, fill in fields and then select an authorization status button. 
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Rescheduling exams 
When rescheduling an exam, if authorization is past due, a pop-up window appears prompting you whether to 
copy authorization to the rescheduled exam.   

 
 
 
 
 
 
 
 
 

• To copy authorization, select YES. 
Result: The authorization expiration date changes to the rescheduled appointment date. 

 
• To not copy authorization, select NO.  

Result: The authorization status changes to Reauthorization Needed.  
 

Changing appointment types 
If you change the appointment type of an exam to another appointment type that has one or more of the same 
CPT codes as the original, a pop-up window appears prompting you whether to copy authorizations. If the CPT 
codes are not the same, the exam requires new authorization. 

 
 
 
 
 
 
 
 
 
 

1. Select YES to change the appointment type. 
Result: If all CPT codes are the same, the authorization status remains as Authorized. 

2. If at least one CPT code is not the same, a screen appears where you can copy individual authorizations.  
3. Select the COPY button of a CPT code to authorize on the left side, and select the copy destination CPT 

code on the right side.  
2. Select SAVE to save and continue copying, or SAVE & CLOSE to save and exit. 
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