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PASRR User Guide for Provider Facilities
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Objectives

▪  Pre-Admission Screening and Resident Review Level 1 Form

PASRR LEVEL 1 Form
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How to Navigate

1 Navigate to the Government Service Portal (GSP) and click on “Enter Site” followed by “Services” and navigate down to the “Pre-
Admission Screening and Resident Review Level 1” button to fill the Level 1 form.

1

Environments: 
Production: https://ahcccs.servicenowservices.com/gsp

Note: Please ensure you are logged into ServiceNow through SSO before accessing the Government Service Portal 
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Pre-Admission Screening and Resident Review (PASRR) Level 1

2

2

Select a checkbox to navigate through form sections.

Selecting the checkbox will open the section of the form to be completed.3

3
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Completing the PASRR L1 Form Section – Demographics 

4

4

The user starts by filling out each of the applicable form fields starting at the top, “Demographics.” All fields marked with “*” are 
mandatory and must be completed.  In order fill the dates fields, use the calendar picker on the right side 
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Mandatory Field Errors

5 If a mandatory field is not completed, an error message will display on top of the page.
Once all mandatory fields are completed, the form can be submitted by clicking on “Submit” button.

5

6

6

Note: Once form is submitted successfully, it will be locked, and you will not be able to make any further edits. Please ensure form is filled 
correctly before clicking on Submit
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Demographic Section - AHCCCS Provider ID

7

Based on the AHCCCS Provider ID entered in the form, users will be able to select their location address from a listing. If your 
facility address is not in the listing, you may add the information in the text box. For filling the phone number field, type in 10 
digits only (no special characters)

7
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Section A – Exemptions and Categorical Determinations

Based on answers provided in Section A, the system will automatically determine if a Level II evaluation is required. If a Level II 
Evaluation is not required, you will receive a message to “Skip to Section F” for signature. 

9

9
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Section B & C (only applicable if Section A doesn’t mark as “Skipped”)  

Based on answers to previous questions in Section A, continue to Section B - Mental Illness and Section C - Intellectual 
Disability (ID) and Developmental Disabilities (DD), as required.

10
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Section D 

Complete Section D – this section requires the Referral Documentation and Individualized Service Recommendations,  as 
applicable to the PASRR Individual's case.  Reminder “*” are mandatory fields.
Note: Section D does not provide the "no referral necessary" option. However, the portal will still require records to be 
uploaded. If there are no MI/ID/RC indicators you do not need to submit extensive documentation (i.e face sheet is 
acceptable).

11
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Navigating Section D 

12 The following process can be used for uploading mandatory or additional documents to PASRRL1 case in Section D  
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Section E

For Section E, completed for attestation.   All fields in this section are mandatory as indicated by “*”; see detailed instructions 
on the form regarding attestation requirements.

13



13

Section F

14

14

Section F requires the person completing the Level 1 screening to attest to the data included in the form.  By attesting, the 
person completing the form validates all information is correct and accurate to the best of their knowledge.  
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Completing the form 

Once the all required sections have been completed, click on “Submit.” 
If there are any incomplete fields, the user will not be able to submit, and guiding help text will be displayed on the top of the 
page.

3

3
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15

Note: Once form is submitted successfully, it will be locked, and you will not be able to make any further edits. Please ensure form is filled 
correctly before clicking on Submit
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Submitting the form 

The following screen will appear when the form has successfully been submitted.17

18

To generate a local digital copy of the form, you can click on the “Print” button. 18
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Printing pdf of the form 

Once the printer button icon is clicked/tapped, a copy of the Level 1 form will be available to save or print.19
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Attachment 

20

Click on attach icon to add an attachment to the PASRRL1 case20
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Navigate to a submitted PASRRL1 case

21

Click on "PASRRL1 Cases" from "You Cases" on top right corner21
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Navigate to a submitted PASRRL1 case

22

Any case in "Awaiting Info" state can be edited to update information. All other tickets will be locked for editing.22
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Print a submitted PASRRL1 case to PDF

To export a PDF copy of the form, you can right-click on Hamburger menu and select "Export to PDF"23
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