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Letter Forms – Blue Cross Special Authorizations 
 

Background 

Letter Forms allow standardized documentation that complies with a particular organization's requirement 
for a particular clinical purpose, such as obtaining drug compensation approvals through programs 
administered by Albeta Blue Cross. An increasing number of automated letter form templates address 
specific authorization requirements for the more frequent requests made by physicians, nurse 
practitioners and prescribing pharmacist. A lot of the required information is pulled from the patient's chart 
and then presented to the clinician for final editing. 

Finding Blue Cross Authorization Letter Forms 

Communications Activity 

The Communications activity (chart search for "communications" or select from chart activity 
menu) provides access to most letter form functions.  
 

 
 

The Communications Activity allows forms to be accessed, edited and sent. Select the “+ New 
Communication” link. 
 

 
 

Within the new communication interface, select “Replace Template”. 

 
 

A template search and select interface will open. Search for “Blue Cross”. 

 

http://connect-care.ca/
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Select the “AHS LETTER FORM – BLUE CROSS AUTHORIZATION” template from the search 
results. 

 
 

Sidebar Tools 

Sidebar tools provide a more seamless experience by allowing clinicians to simply click on a link 
for the letter form they desire. This automatically sets up the correct form, with the correct 
properties, ready for editing in the Communications activity. 

 
 

The Letter Forms sidebar view includes links for related documentation activities in addition to 
one or more links to initiate specific letter forms. Select the “Approval Requests” link and then 
select “Blue Cross Drug Special Authorization request form (internal)” from links appearing in a 
popup menu. 
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Consent and eForms Navigator 

The “Consents & eForms” navigator includes a section referencing letter forms. This includes 
hypertext links that will: 

1. Provide embedded help about letter form workflows. 
2. Open the Communications Activity 
3. Open popup access to letter form links. 
4. Open the sidebar with the view automatically switched to the above described links functions. 

 
 

Use the “cForm Letters” link, then select “Approval Requests” from the popup menu and “Blue 
Cross Drug Special Authorization request form (internal)” from links appearing in a secondary 
popup menu. 

 

Completing Blue Cross Special Authorization Forms 

Once Blue Cross form has been loaded to the Communications Activity by one of the methods listed 
above, the form can be completed and directed to Blue Cross. 
 

 

 

1. It is important to pay attention to the recipient section. Enter “Blue Cross” and then select “Alberta 
Blue Cross – Clinical Drug Services” as the recipient. The form can be copied to oneself (“.me”) 
or other involved clinicians.  

2. The experience of working with the Blue Cross form is much like editing any other note or letter in 
Connect Care.  
Any text appearing in a dark blue font colour is “interactive”. It can be selected to open data 
review and/or editing tools without having to go elsewhere in the chart.  

http://connect-care.ca/
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Note that form-specific help link(s) may be provided (usually at the bottom of the form). This will 
automatically disappear when the form is saved or signed. 

3. The form can be marked sensitive. This is not necessary for Blue Cross Authorizations. 
 

Finding the Right Drug and Authorization Questions 

A single Blue Cross Special Authorization Form is used for all restricted insurance compensation 
medications (Blue Cross manages seniors drug benefits in Alberta).  

 
 

1. The top part of the form has patient and prescriber information automatically pulled from the 
Connect Care chart. It should be complete. Any item can be edited in place. 

2. A SmartList (select with pointer or F2 key) is used to indicate whether the current request is new 
or repeat. 

3. A drug selection SmartList (activated by selecting with pointer or F2 key) will expand to allow 
selection of the available drug sub-forms by health condition or by alphabetical name list. 
 

Once a specific drug or drug group has been selected, additional instructions and questions will appear.  

 
 

1. Any dark blue text is “interactive” and can be selected to quickly access information that can help 
answer form questions without leaving the form. 

2. Mandatory questions are usually answered with SmartList selections or by entering text to “***” 
wildcards. 

Sending Forms 

Selecting the "Send Now" button will route the form, while use of the "Pend" button will store the form 
without routing to Blue Cross. Completed forms are found in the "Letters" tab of chart review. Existing 
forms can also be “routed” using the functions provided in the “Chart Review” activity. 

 More Information 

• Manual: Forms Documentation 

• Manual: Letter Forms Documentation 

http://connect-care.ca/
https://manual.connect-care.ca/workflows/documentation/letter-documentation
https://manual.connect-care.ca/workflows/documentation/letter-documentation/letter-forms
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