
 

Instructions for Exporting Authorization from the Incedo Provider Portal 
 

1 Click “Provider” 

 
 

2 Select “Auth Request Manager” 

 
3 Resultant View  

 
Note: The first set of results are based on the defaulted submission date range – in this instance 8 records 
were returned. 

 
4 To get ALL authorizations requested and a start date in the “Auth Start Date” field, delete dates in the 

submission date range. 

 
5 Click Filter 

 
6  

Resultant View (all records from January 1, 2020, forward). Now there are 214 records. 
 



 
 

  

7 Click “Export”  

 
8 Export into either an Excel, PDF, Word, or a 

Text document. Exporting as an Excel 
document is highly recommended. 

 
9 Resultant Excel Sheet 

 

 
 

Tips for Using Excel 
1  

Select the header row and highlight it  

 
  

Click on “Data” in the tool bar and select “Filter” 



 
2  

Click “View” on tool bar then select “Freeze Pane” then select the center of those three choices  
 

 
3 

Click this icon to select all  
 

4 Then double-click on any vertical line on row 
1  

 
5  

Then you can filter any column using the “Down” arrow 
 

 
 


