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Welcome to Lucet 
WebPass

WebPass allows providers and 

partners access to communications 

and services with Lucet.

Lucet is the leading behavioral 

health optimization company! 

Our proprietary platform and tech-

enabled services allow us to address 

behavioral health needs on every 

level.

Check Eligibility and Benefits
by navigating to the Member Benefits Summary page!
This Member Benefit Summary is based on benefit and eligibility information known at the time of the 

inquiry plus up to 24 hours. Benefits and eligibility are subject to change.  This is not a guarantee of 

claims payment.

__________________________________

Request Behavioral Health Authorizations
by completing appropriate clinical form requests!

__________________________________

Contact Us
by submitting a form to our WebPass support team!
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To initiate WebPass, facilities can sign up using the following instructions:

Submit the ‘Contact Lucet Provider Relations’ form to obtain a username and password. This is available by 

clicking the link from the home page of the portal. 

Send an email to Lucet with the request to be an administrator for your organization. The administrator will then 

be responsible for managing facility users, including adding users, resetting passwords, and deleting users no 

longer authorized to access the facility’s WebPass account.

Include the Facility Tax ID

Indicate individual’s first name, last name, and work email address.

Emails should be addressed to prwebpass@ndbh.com.

WebPass Guide

Signing Up

mailto:prwebpass@ndbh.com
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Once Lucet receives and processes the request, we will send an email to each user. It will include a username and 

instructions on how to complete the set-up process.

WebPass Guide

Signing Up
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The first time you log in to 

WebPass with your username, the 

system will prompt you to  review 

the Terms of Use. After you click 

“Agree,” you’ll receive a second 

email with your temporary 

password (next slide). 

Note: Users will be prompted to 

agree to the Terms of  Use every 

90 days.

A timestamp is displayed in the top right corner advising when 

the TOU were last reviewed by user. 

Accounts that have not been used in 180 days will be 

deactivated. 

WebPass Guide

First Time Logging In
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Signing Up

The second email will confirm registration is complete and provide new users with their temporary password. After 

logging in with this temporary password, users will be directed to change their password. 

Note: Current Password is the temporary password sent via email. 
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Login Page 

The  login page is where you can:

1. Enter your username and password to log in

2. Reset password

3. Request access

4. Access user guide tutorials 

5. Access provider demographic change 

information
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The first step is a member search. To 

do so, enter the member ID  number 

(minus the prefix). 

• FEP policies should start with an R, except for AL 

which begins with a Zero (0). 

• If the FEP policy displayed in results is not for the 

state in which services are being rendered, please 

contact Lucet to have the coverage line added 

before submitting any requests. 

You also have the option to enter the 

member’s last name (first 3 letters 

minimum), first name (first 3 letters 

minimum) and date of birth.

WebPass Guide

Getting Started
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Open Authorizations Dashboard

This is a quick reference on the home page which displays 

authorizations that have not been ‘closed’  i.e. the 

discharge clinical review form has not been completed. 

The discharge survey is critical in ensuring member has 

appropriate follow-up care to manage their behavioral 

health.  

The dashboard will display authorizations tied to the TaxID 

associated with the logged in user, allowing more flexibility 

for provider groups. 

Users can click “Select” to navigate to the Clinical Forms 

page and complete the Continued Stay Review or 

Discharge Clinical Review. 

Cases will fall off this dashboard once 30 days from the 

anticipated discharge date has passed. 
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Accessing Clinical Forms

To choose the appropriate form, 

click on "Clinical Forms" either in the 

list or under the “My Services” drop 

down.



11

WebPass Guide

Facility Address Selection

Facilities with multiple 

locations will be required to 

select the address where the 

member is being treated before 

accessing Clinical Forms.

If you are unable to find the 

correct address from the drop-

down list, please go to the 

provider section of 

www.lucethealth.com and follow 

the links to update your 

demographic information.

http://www.lucethealth.com/
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New Requests & Linked Information

To start an Initial Authorization Request or to submit a form 

that does not need  to be linked, click on "New Request."

After an authorization has been created, users can link 

additional  forms to that authorization.

To link a form, click "Select" next to the correct 

authorization number.

By linking forms to an existing authorization, certain 

information  will be automatically carried over  to pre-

populate the additional forms. For example, when the same 

question appears on both forms. 
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Authorization Requests & Discharges

To request authorizations from Lucet, please use the appropriate clinical form. Form Descriptions can be found by clicking the hyperlink. 

Authorization for Admission to Care Request Forms

Initial Authorization Request: Initial request for authorization of mental health or substance use disorder inpatient, residential, partial 

hospital, or intensive outpatient services.

 Note: TMS, ECT and Psychological Testing require separate form submissions. 

Authorization for Ongoing Care Request and Care  Coordination

Continued Stay Authorization Request: Ongoing requests for mental health or substance use disorder inpatient, residential, partial hospital 

or intensive outpatient services.

Discharge Clinical Review: Discharge information for mental health or substance use disorder inpatient, residential, partial hospital or 

intensive outpatient services.
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If your facility submitted an Initial Authorization Request with clinical errors within the last 20 days, and you have notified Lucet of your request to rescind 

and resubmit, there is now an option to “Create a Copy” of the Completed Clinical Form, providing users an efficient way to prepopulate the form for 

resubmission. Selecting this button will bring user to the Clinical Forms tab with the option to Continue with this Copy or Remove/Cancel. 

Users will be required to enter the Start Date and Primary Diagnosis and should make all other applicable corrections before submitting. 

Please note that if changing the selected Level of Care, the resulting questions may change to ensure users are submitting the most updated clinical 

information for review. 

WebPass Guide

Submitting a Corrected Initial Authorization Request
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Authorization Requests & Discharges

After users select “New Request,” a forms list  will be displayed.

A new Initial Authorization Request must be submitted for transition to a new 

level of care.

Note: If you see “Continue” next to a form, a request has already been started 

for the member. Partially saved surveys will remain available until removed or 

expired.
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Authorization Requests & Discharges

After selecting an authorization, you will be able to select from the Ongoing 

Care Request and Care Coordination forms or initiate a Standard Appeal 

Request if the authorization selected is in denied status. 
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Completing Clinical Forms

After users select a form, they will enter the clinical 

information needed for Lucet to conduct a higher 

level of care review.

As answers are provided, the Question Jumplist on 

the right will display a green checkmark.  Clicking 

on an item listed in the Question Jumplist will link 

users to that question. This helps with navigation 

on the form.
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Interactive Questions

Some questions only appear based on the 

previous answer given.
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Review of Prepopulated Information

After a user changes the highlighted information, 

the highlight will be removed, and an ” Edited” 

indicator will appear.

• Only alpha-numeric characters count as 

edits. 

• Spaces, returns, punctuation, and special 

characters will not be counted as an edit.

• Hovering over the “Edited” indicator will display 

the previous response.

The Legend provides helpful editing tips.
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Time Out Warning

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.
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Saving Partially Completed Forms

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.

At the bottom of each form, the following options will be available:
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Submitted Requests

Once a user has finished a form and selected 

"Complete and Submit" they will see a new page 

showing the form has been successfully submitted.
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Reviewing Submitted Forms

To view previously submitted forms for a 

member tied to the facility Tax ID, click 

on "Completed Clinical Forms“ from the home 

page, or from the My Services dropdown 

menu. 
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Reviewing Status of a Request

To view the status of a request, click on 

"Member Authorization Viewer."

Users will be able to view all processed 

authorization requests and statuses on the 

selected member related to the Facility Tax 

ID. Click on "Details" or "History" to view 

more  information about the authorization.
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If you have technical issues or are unable to complete 

a form, please email Lucet at prwebpass@ndbh.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.

WebPass Guide

Technical Support
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