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Report Legacy Information 

Individual Appeals – Populating Issues 

1. Gather previously-filed information for all open issues in the case prior to beginning the 
data entry and upload process. Such documentation includes a copy of the final 
determination(s), issue statement(s), amount in controversy support, and any other 
applicable supporting documentation for the appealed issue(s). 

2. From the PRRB home page, open the individual case and select the Case Actions tab 
at the top of the page. 

3. On the Case Actions page, select the Report Legacy Information option from the 
Case Correspondence drop-down menu. 

4. Select the Proceed button. 

 
Figure 1: Case Action Page – Case Correspondence Drop-Down Menu 

5. The Select Determination Type window will be displayed. 

 
Figure 2: Select Determination Type Pop-Up Window 
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6. From the dropdown menu, select the Final Determination Type that served as the 
basis of the appeal. Select the Proceed button. 

 
Figure 3: Select Determination Type Window with Drop-Down Options 

7. Complete the determination information on the Legacy Information page. If you need 
further instructions, follow Section 3.2.1.2 of the PRRB User Manual. 

Note: Select the Save button throughout the process to avoid being timed out of the 
system. After 30 minutes of inactivity, users will need to begin the process again. 

 
Figure 4: Legacy Information Page (Sample with NPR as Final Determination Type) 
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8. Select the Add Issues button to open the Issue-Related Information page. 

9. Complete the issue-related information for each open issue only. An open issue does 
not include previously transferred, withdrawn, dismissed, or otherwise decided issues. 
If you need further instructions, follow Section 3.2.1.3 of the PRRB User Manual. 

 
Figure 5: Issue-Related Information Page 
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10. Check the box to certify that the issue-related information entered is an actual and 
accurate reproduction of the information previously submitted to the Board.  Select the 
Save button. 

11. Repeat Steps 8, 9, and 10 for each additional open issue associated with the specified 
final determination. Issues will be displayed in the Determination Issues table. 

12. After all of the open issues are entered, complete the bottom portion of the Legacy 
Information page. 

 
Figure 6: Legacy Information Certification and Submission 

13. Answer the question “Has all legacy information has been entered for this case?” 

a. Select the No option if there are multiple types of final determinations in the 
appeal and further information is required. 

Once you certify and submit the current information, you will be returned to the 
Case Actions page. You will have the option to select Report Legacy 
Information action again to complete the process for another determination type 
and its associated issues. 

b. Select the Yes option if all of the determination(s) and issue(s) have been 
entered. 

A Confirm Legacy Entry window will be displayed. If legacy entry is complete, 
type Yes in the box to confirm and select the Proceed button to return to the 
Legacy information page. 

 
Figure 7: Confirm Legacy Entry Window 

Once you certify and submit the current information, you will be returned to the 
Case Actions page, but you will no longer see the Report Legacy Information 
option in the Case Correspondence drop-down. 



OH CDMS Provider Reimbursement Review Board Module External User Manual Supplement 
 

Report Legacy Information  5 

14. Certify that the information entered is an actual and accurate reproduction of the 
information represented in the original hard copy materials previously submitted to the 
Board by clicking on the checkbox. 

15. Select the Submit button. You will be returned to the Case Actions page. 
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