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ePACES allows you to request and view your Prior Approvals (PA) online.  This new function also allows 
you to check the status of a PA that was submitted via paper or a 278 transaction.  Click on the PA Roster 
hyperlink under Prior Approvals to access the PA Inquiry function. 

 
 

 
 
Choose whether you are Billing/Requesting Provider or Ordering/Prescribing Provider. 
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PA Number                   Enter the PA Number, if known. 
 
Client ID                   Enter the Client ID to narrow your results. 
 
PA Type  Choose the correct PA Type (i.e. Physician, Dental, Private Duty Nursing, etc.). 
 
Status (Header)               Choose the status of the PA (i.e approved, partially approved, rejected, etc.). 
 
Item/Procedure Code      Enter the Procedure code or item code. 
 
NDC Code                        Enter the NDC code. 
 
Rate Code                        Enter the rate code. 
 
Submitted Date Range    Enter the submitted date of the PA.  If these fields are left blank, the dates 

will automatically default to the current date and the day before. The From 
and To date has a maximum span of 120 days.  For example, if the From date 
is January 1, 2007 the To date cannot be later than April 30, 2007.   

 
Effective Dates                Enter the effective dates of the PA, if known. 
 
Provider Number If you are the billing/requesting provider, you will enter the Provider Number of 

the ordering/prescribing provider, or vice versa. 
 
License Number If you are the billing/requesting provider you will enter the License Number of 

the ordering/prescribing provider, or vice versa.  There is no need to enter a 
profession code only the six digit license number preceded by two zeroes (00). 

 
Sort Field This option lets you choose how you want the search results displayed once 

you click on the Search button (i.e. Client ID, PA Number, etc.). 
 

 
Note:  To obtain the broadest range of results, use the minimum number of search criteria fields to 

execute your search.  Remember, if you leave the submitted date range blank, it will default 
to the current date and the day before.   
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Results Portion 

 

 
 
 
Client ID Click on the Client ID to open a new link, which will produce the roster for that 

individual.  (If the PA Status is pended or suspended, there will not be a link.) 
 
PA Number This is the PA number that has been assigned to this client. 
 
Billing/Requesting This is the number of the billing/requesting provider for the PA. 
 
Ordering/Prescribing This is number of the ordering/prescribing provider for the PA. 
 
PA Type This is the type of PA (i.e. Dental, Private Duty Nursing, Hearing Aid, etc.). 
 
Header Status This tells the user the status of the PA (i.e. Approved, partially approved, rejected, 

etc.). 
 
Submit Date This is the date that the PA was submitted electronically.  If the PA was a paper 

request, this will be the date that the request was received. 
 
Effective Date This is the first date that the PA is effective.   
 
Download Roster Click this button to download your roster.  After you click this button, you MUST 

click on PA ROSTER DOWNLOAD on your left-hand menu to continue the 
downloading process.    
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This is the window that will open up when you click on the Client ID to get a copy of the roster for that 
prior approval.  It will give you the roster only.  If the PA office pends a PA for missing information, the 
missing information letter and routing sheet will be mailed to you.  If you did not receive your roster with 
the missing information letter, please go to www.emedny.org and click on “eMedNY Paper Forms” in the 
left-hand corner.   Then print and mail the “Prior Approval Roster Request Form” to the address listed on 
the form. 
 

 
 

http://www.emedny.org/
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PA Roster Download Page 

 
If you are an administrator, you will have the ability to access any of the previously downloaded request(s) 
for any of your users.  Click on the drop down, select the user and click “GO”. This will display all the PAs 
that this user downloaded.   
 

 
 
 
Request ID This is the number assigned to the PA Roster(s) as requested by the user. 
 
Status                 This gives the user the status of the download (i.e. Pending, Downloaded or 

Retry).  If the user gets the status of Retry, there was something wrong with the 
data submitted to obtain the PA Roster and the user must start the process over 
again to get the roster(s). 

 
Request Date     This is the date the user clicked on “Download Roster” on the prior approval roster 

page. 
 
Reset Priority     The provider can click on this button and then click “Update Selected Requests” to 

move a prior approval request to the beginning of their list.  This button can only 
be used when the status of the download is “Pending.”  A user has 5 days to 
download their roster on this screen. If the user does not download with in 5 days, 
they will have to start this process from the beginning.  Once the roster has been 
downloaded, it will be purged from this screen after 5 days.   
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Cancel Request   If the provider wishes to cancel their request, they will check this box, click    

“Update Selected Request” and the request will be cancelled.  You can only    
cancel a request if the status is “Pending.” 

 
 
When the user clicks “Request ID”, the search criteria used to make the request are displayed.  This 
information will be used to create the roster(s).   
 
 

 
 
This screen shows you results of the PA Roster(s) that can be downloaded based upon the search criteria 
entered. 
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PA TYPE                This is the type of PA. 
 
Status                      Click this link to download the roster. 
 
Downloaded By     If the roster was downloaded, this indicates which User ID downloaded this roster.   
 
When the user clicks the download link, a new window will open.  If the download dialogue box does not 
automatically appear, there is a link in the new window advising the user to click this link to start the 
process. 
 

 
 
 
This dialogue box appears prompting the user to download the roster.  This will be a .txt file.  The user will 
click on “Save” to save the file on their computer.    
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The user needs to change the .txt to .csv using the “Save as type” drop down arrow and selecting .csv.  
This permits the file to open up in an Excel spread sheet. Click on “Save”. 
 

 
 
NOTE: If Notepad is used to download the file, the drop down arrow may not be available. In that case, 
you may need to overtype the .txt with .csv. 
 
 
Phone Contact 
• CSC Call Center: (800) 343-9000  

Hours of Operation: 
For provider inquiries pertaining to non-pharmacy billing or claims, or provider enrollment: Monday 
through Friday: 7:30 a.m. - 6:00 p.m., Eastern Time (excluding holidays) 
For provider inquiries pertaining to eligibility, service authorizations, DVS, and pharmacy claims: 
Monday through Friday: 7:00 a.m. - 10:00 p.m., Eastern Time (excluding holidays)   Weekends and 
Holidays: 8:30 a.m. - 5:30 p.m., Eastern Time 

 


