
CONTACT THE SBS HELP DESK     •     SBSHELP@NAIC.ORG  •  816-783-8990N E E D  H E L P ?

H O W  D O  I :  MANAGE WORKFLOW AND CORRESPONDENCE OF EHR / IRO?
An individual has submitted a request for an External Healthcare Review (EHR). The State will assign an 
Independent Review Organization (IRO), and will notify the IRO with letter and a special PIN Number. It will be 
necessary for the IRO to create an account in SBS for Organizations, and access the case with the PIN Number. 
For more information about listing companies in SBS for Organizations, please see the guide “Add a Company 
Entity to My Account”.

The IRO and Respondent will be notified that an IRO has been assigned. Log into the SBS for  
Organizations account, scroll down to Independent Review Organization (IRO) header and select  
Go to Dashboard.

1 Independent Review Organization

SBS FOR ORGANIZATIONS  • T R A I N I N G  G U I D E
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Sign up for External Healthcare Review Notifications. On the Home Page, select the User  
Settings button.  
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Locate the case

Under the IRO Matrix header, locate the Case. Expand the case information by clicking the arrow to the 
left of the State name to down position. Click on the Tracking ID number link to the new case.
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 Testing Insurance, Inc.

 Your Health Plan Co. 424242 Charles Jackson111111

 SBS Testing IRO

IRO ROI Test Inc.

User Settings - Notifications

3.1

00-000000000000
0000 0000 SKY DRIVE



STATEBASEDSYSTEMS.COM                                                                                                        HOW DO I MANAGE IRO/EHR WORKFLOW?  |  3

SBSHELP@NAIC.ORG  •  816-783-8990

Select Yes/No to all System Notifications or Email Notifications in alignment with your preferences. 

View Case Summary Information

Case Summary information includes the EHR Case General Information, EHR Case Attachments, and EHR 
Notes header. Communications between the State and the IRO, and the State and the Respondent come 
through EHR Notes and EHR Attachments. All communication will be logged here and will take place 
through the State creating access for the appropriate Entity to communications. 
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 SBS Testing IRO  Testing Insurance, Inc.

The screen below shows a received Notification.  

00-000000000000

3.2

3.3

0000 0000 SKY DRIVE
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View Secure Note to IRO

Under the EHR Notes header, a new Note to the IRO has been added. The Secured Access information 
indicates the Entity(ies) with access. The process is the same for the Respondent as well. 
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 SBS Testing IRO  Testing Insurance, Inc.

 SBS Testing IRO

Communication responses through EHR Notes

Responses back to the State may be added under the EHR Notes header. Select the Plus Sign and an 
Add Note box will open. Add content and select Submit. The process works the same for the  
Respondent (Company) to send a note back as well. These return responses that send notes back to the 
State will be logged under the EHR Notes header.
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 SBS Testing IRO

 SBS Testing IRO
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View Secure Attachment to IRO

Similar to Notes, attachments of documents may be sent through the EHR Case Attachments header.  
Below a new Attachment to the IRO has been added. Attachments could also be sent to the  
Respondent. The Secured Access column denotes what Entity (Entities) have access to the Attachment. 
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Communication responses through EHR Case Attachments

Responses requiring document(s) that are sent back to the State may be added under the  
EHR Case Attachments header. Select the Plus Sign and an Upload Attachment box will open. 
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 Testing Insurance, Inc.

Do we need a screen shot showing this as 
attached now. 

 SBS Testing IRO  Testing Insurance, Inc.

 SBS Testing IRO

 Testing Insurance, Inc.

Would this also show the first note to the IRO or not?

 SBS Testing IRO  Testing Insurance, Inc.

 SBS Testing IRO

 Testing Insurance, Inc.

 SBS Testing IRO
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View all the case Notes and Attachments from the Respondent and IRO under EHR Case Attachments and 
EHR Notes headers.  

10 View all Case EHR Notes and Attachments.

 Testing Insurance, Inc.

 Testing Insurance, Inc.

Communication responses through EHR Case Attachments

In the Upload Attachment box, select the desired attachment and select Upload or Upload and Add 
Another. The process works the same for the IRO and the Respondent. 
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Do we need a screen shot showing this as 
attached now. 

 SBS Testing IRO  Testing Insurance, Inc.

 SBS Testing IRO

 Testing Insurance, Inc.


