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WebPass Guide 

This guide explains how providers can use WebPass 
to request Appeals and Post Discharge Authorization 
Requests (Retrospective Reviews).

If you have further questions, please contact Lucet at 
prwebpass@lucethealth.com.
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If you are new to WebPass please view the “Facility WebPass” Guide on webpass.ndbh.com. This guide 
provides instruction on: 

1. How to sign up for the WebPass service 

2. How to look up a member 

3. How to navigate the various resources within the system

WEBPASS GUIDE 

Signing up 
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WEBPASS GUIDE 

Login Screen 

The log-in screen is where you will enter 
your username, then password. 

You will also find the links to WebPass 
guides and provider demographic update 
forms.
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Standard Appeal Request 
A standard appeal request would be submitted in cases where authorization was requested but denied based 
on MEDICAL NECESSITY CRITERIA. Generally, this appeal request is made after the member has been 
discharged from care. 

When submitting an appeal please confirm:

✦ Does Lucet manage the appeals for this policy?

✦ Do appeal rights remain?

This information can be found in the denial letter received.

If you would like to dispute a claim, please follow the instructions on the back of the member’s card. For FL Blue, 
email FL_Claims_XML@lucethealth.com.

Request Types
To request authorizations from Lucet, please use the appropriate clinical form.

WEBPASS GUIDE 



Proprietary & Confidential  |  Do Not Distribute  |  6Proprietary & Confidential  |  Do Not Distribute  |  6

Post Discharge Authorization Request (Retrospective Reviews)
A retrospective review is a post-discharge request and should be submitted:

If the member has discharged from care and no authorization was obtained.

If the member has discharged and authorization was requested for part 
of the stay, but not the entire length of the stay.

If a claim was denied for lack of authorization a retrospective review would be submitted 
and not a standard appeal. 

Request Types
WEBPASS GUIDE 

To request authorizations from Lucet, please use the appropriate clinical form.
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The first step is a member search. To do so, enter the member ID  number (minus the prefix). 
You also have the option to enter the member’s last name (first 3 letters only), first name (first 3 letters only) and date of birth.

*For an FEP member include the R at the start of the 

member’s ID #. The exception to that rule is if the member is 

in AL.  FEP members in AL can be found in WebPass by 

replacing the letter “R” with the digit “0” at the beginning of 

the member’s ID #.

Note: When looking up a member the “query date” is 

auto populated to current date. This date must be 

changed to the date of service you are requesting.

If there is more than one active policy, a screen will 

pop up - click under the member's name for the 

policy that was active when the treatment occurred. 

Getting Started
WEBPASS GUIDE 
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To choose the appropriate 

form, click on "Clinical Forms" 

either in the list or under the 

“My Services” drop down.

Accessing Clinical Forms
WEBPASS GUIDE 
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To ensure a successful receipt and processing of an 

appeal request, associate the submission directly to 

the authorization that corresponds to the requested 

dates of service.

Choosing the correct authorization links the 

historical information with your current request.

Click the “Select” button next to the line of service 

for which the appeal is being submitted. 

If more than one authorization is listed for the 

member, make sure to hit the “Select” button for 

the correct authorization number and service code. 

Standard Appeal Request & Linked Information
WEBPASS GUIDE 
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Standard appeal requests are generally for when the member 
has been discharged from care, but authorization was 
previously denied based on medical necessity criteria. If 
authorization for care has been denied based on medical 
necessity criteria, but the member remains in care, please 
contact your assigned Care Manager for next steps. 

If authorization for care has not been previously denied based 
on medical necessity, and the member remains in care, please 
complete an Initial or Continued Stay request form. 

After selecting an authorization, the form will be visible under 
the “Appeals Forms” section. 

Standard Appeal Request Form
WEBPASS GUIDE 
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The authorization number auto-populates in the form 

header. This is a good opportunity to confirm this matches 

the authorization in the denial letter to ensure you are 

submitting on the correct authorization.

As you complete the form you will notice a jump list on the 

right will populate with a green checkmark next to items 

you have completed. This will help you navigate the 

completion of the form. 

Standard Appeal Request Form
WEBPASS GUIDE 
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The facility electronic medical record must be uploaded 
as a part of the form submission. 

 1. Select “Choose File” to browse for the correct 
medical record to be uploaded

 2. Once the file name appears then click “Upload  
File” 

Only one submission for a specific level of care is 
allowed. 

The completed request form and the attached medical 
record will automatically upload in New Directions 
medical record system. This survey will be tied to the 
selected authorization. 

Standard Appeal Request Form
WEBPASS GUIDE 
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Select “New Request” when beginning a retrospective 

review. 

After selecting “New Request,” facilities with multiple 

addresses will be required to select the address where 

the member is being treated.

If you are unable to find the correct address from the 

drop-down list, please follow the links under the 

Demographics section of webpass.ndbh.com.

Starting a Post Discharge 
Authorization Request

WEBPASS GUIDE 
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Post Discharge Authorization Requests are only for when 

the member has been discharged from the service you 

are requesting authorization for.  If the member is still in 

service, please submit an Initial or Continued Stay 

Authorization Request. 

After selecting “New Request” the form will be visible

at the bottom of the section titled “Authorization for 

Admission to Care Request Forms”.

Post Discharge Authorization Request Form
WEBPASS GUIDE 
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The completed form and attached 

electronic record will automatically 

upload in the Lucet medical record 

system. 

The facility electronic medical record 
must be uploaded as a part of the form 
submission. 

Only one submission for a specific level 

of care is allowed.

Post Discharge Authorization Request Form
WEBPASS GUIDE 
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The request is not complete until the 

records have been successfully 

uploaded.

A message will appear on the form 

notifying you of the completed upload.

Uploads are not attached to the member 

record until the form is officially 

submitted.

Post Discharge Authorization Request Form
WEBPASS GUIDE 
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If the WebPass session sits idle for 90 

minutes, the system will automatically log 

the user  out. When that occurs, all 

information will be lost. Users receive a 

warning message five minutes before the 

system times out to prompt them to save 

information.

Time Out Warning
WEBPASS GUIDE 
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At the bottom of each form, the following options will be available:

*Each user must use their own login.

Note: Forms must be completed and 

submitted within 7 days after they are initially 

saved, or they will be auto-deleted.

Any provider staff who has a WebPass 

account under the same Tax ID  can 

complete the form*. Users will have the 

option to continue or remove forms.

Saving Partially Completed Forms
WEBPASS GUIDE 
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Update “query date” to the date of service you are requesting. 

Standard Appeal Requests are only for an adverse benefit determination based on Medical Necessity 

Criteria.

Claim denial for lack of precertification is a retrospective review, not an appeal. 

For a Standard Appeal Request, always “Select” the authorization tied to the adverse benefit determination.

Retrospective reviews are only for when the member has been discharged.

Only one submission for a specific level of care is allowed.

Summary
WEBPASS GUIDE 
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If you have technical issues or are unable to complete 

a form, please email Lucet at 

prwebpass@lucethealth.com.

If you have received an error message, please include a 

screenshot of the error message, date and time.

Do not send any confidential information in the email.

Please allow 1 business day for a response to your email. 

To avoid disruption in the authorization process, notify 
the Utilization Management Team to proceed with an 
alternative review method.

Technical Support
WEBPASS GUIDE 
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