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Provider Portal: Reconsideration Requests 

Job Aid 
Use this process to request a reconsideration for one (1) claim that was either denied 
due to a coding-related, non–timely filing issue or resulted in an improper payment 
where the claim paid differently than expected. This reconsideration process is 
completed through the MESA Provider Portal. To begin, you must access your request 
via the secure correspondence feature within the Provider Portal, where you can 
submit the necessary documentation and track the status of your reconsideration. 

 

Note: Provider credentials are needed to log into the portal to use this functionality. 
https://portal.msxix.net/ms/provider/Home/tabid/135/Default.aspx 

 

 How to Access Secure Correspondence 

From the MESA Home Page  
1. Select Secure Correspondence 

Figure 1: Secure Correspondence 

  

 

  

https://protect.checkpoint.com/v2/r01/___https:/portal.msxix.net/ms/provider/Home/tabid/135/Default.aspx___.YzJ1OmdhaW53ZWxsdGVjaG5vbG9naWVzMTpjOm9mZmljZTM2NV9lbWFpbHNfYXR0YWNobWVudDoxZjYwZDllZDk0MWQ5ZTE5NjUxM2UzYzBmNGM2N2Q3YTo3OmQyZDU6OWMxZGMwZTBiNWRlYzNlMDIxOGEwNTRiOTYyZjNiMWRkOWQ1ZDEzODY4M2M2NWNlNTg3NjFlZjRmZTZmZmNlODpwOlQ6Rg
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The Secure Correspondence page displays. 

2. Click the Create New Message link.  

Figure 2: Create a New Message 

 

At the Create Message panel, the Subject field is required.  

1. Enter the Subject for the request. 

a. EOB number(s) are listed on the Remittance Advice (RA) 

2. Click the Message Category drop-down list and select the Reconsideration Requests 

for the message.  

a. This selection routes the message to the appropriate team.  

 

Figure 3: Message Category 

 

3. The system populates your email address, but you must manually enter and confirm it in 

the Confirm Email field.  
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4. Add any other pertinent information in the remaining fields to facilitate your request.  

b. For example, if this is a question about a claim, be sure to include:  

i. Claim number  

(Most Recent Internal Control Number (ICN) of Impacted Claim) 

ii. Date of Service (Input the From/To Date(s) of service on the claim) 

iii. Amount Paid and/or Billed  

iv. Pay/Deny Date (Use the Remittance Advice (RA) Paid/Deny Date) 

 

c. You can explain more about your question in the Message field.  

 

Note: Adding information here will make it easier to answer quickly, rather than 

having to ask for more details.  

 

Figure 4: Create a Message 

 

 Make sure to confirm the email address is correct and matches in the Confirm Email field. 
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Message Checklist 
Use this checklist to make sure you have all the pertinent information in your reconsideration 

request: 

• Subject: EOB number(s) as listed on the Remittance Advice (RA) 

• Message Category: Select Reconsideration Request 

• Email: Provide an email address in case of questions 

• Confirm Email: Same email as above 

• Provider ID: Input the MESA ID for the provider. 

• Taxonomy: Enter Billing Provider Taxonomy 

• Provider Name: Input the Porvider Name as registered in MESA  

• Provider/ Facility: (If Applicable)   

• Member Name: Input the Member’s Name 

• Member ID: Input the Member’s MESA ID 

• Claim Number: Most Recent Internal Control Number (ICN) of Impacted Claim. 

• Date of Service: Input the From Date(s) of service on the claim.  

• To: Input the To Date(s) of service on the claim  

• Paid Amount: Input Total Paid Amount of the claim 

• Billed Amount: Input the Total Billed Amount of the claim 

• Pay/Deny Date: Use the Remittance Advice (RA) Paid/Deny Date 

• RX Number: (If Applicable)   

• NDC: (If Applicable)   

• Prior Authorization Number: (If Applicable)   

• Message: Input detailed information in the text box explaining the reason for your 

request 
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Attachments 
5. To include an attachment, click Choose File to select and upload a document.  

d. If you attach a file, you must indicate its type from the Attachment Type drop-

down list. For this example, the attachment might be a signed request.  

Note: You can upload up to 20MB of files per message. 

Allowable file types are: .gif, .jpg, .jpeg, .pdf, .png, .tif, and .txt. 

Attachment name length cannot exceed 50 characters. 

Figure 5: Add Attachments 

 

 

6. Select Add to add the attachment to the message. 

 

Figure 6: Complete and Send Message 

 

 

7. Click Send to submit your message.   
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The system confirms receipt with a Contact Tracking Number (CTN). Click OK.  

Figure 7: Message Confirmation 

 

Searching for a Correspondence 
At any time, you can search for this message, or any message, by entering the CTN and 

clicking Search in the Secure Correspondence panel.  

The quickest way to find a secure correspondence is to enter the CTN.  

If that is not available, use one of the other fields to help narrow the search. 

Note: If you call in regarding this message, be sure to give the agent the CTN so they can see 

your message and any attachments or information you have already provided. 

Figure 8: Find a Message 

 

• Using Search by Message Category – Reconsideration Requests will return all 

reconsideration requests, including the CTN number, status, subject, message category, 

date opened, and last status update. 

 

Figure 9: Correspondence Search Results 
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• Using Status – Open will filter results with an Open status. 

• The CTN listing with the Subject filled will be considered the original request as 

submitted by the Provider.  

• Responses will have the same CTN as the original correspondence, along with a blank 

subject line. 

Note: Check back regularly to see correspondence replies. 

Figure 10: Open Correspondence 
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• Once a correspondence question is answered, the Status will be set to Closed. 

• A new window will open where the provider will be able to read the final decision: 

o Reprocess and pay 

o Reprocess and denied 

o or RTP (Return to Provider) Reasons. 

 

Figure 11: Closed Correspondence 
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Change History   
The following change history log contains a record of changes made to this document:   

Version #   
Published/ 

Revised   
Author   Section/Nature of Change   

0.1   06/08/2026 Gainwell   Initial publication   

1.1 07/10/2026 Gainwell Updated per Feedback 

1.2 08/05/2026 Gainwell Updated per testing feedback 

 


