




Once you’ve entered your USER ID, you will be directed to answer one of the 3 security questions.
Answers are not case sensitive, and you can register if you are using a trusted computer.

Now you may enter your password.



Once logged in, your taxonomy will display in the grey shaded area.  
This taxonomy will be based off the type and specialty when you enrolled.
Under User Details, you can access your profile and manage accounts.



Here you can mange your user information and add trading partner roles.  For example, if you submit through
EDI, this function allows you to create a trading partner role without creating a separate trading partner account



You will need to enroll as a trading partner to request a trading partner ID.
Once you’ve received that information, you will enter the required fields and click submit.
Once completed, click home in the upper left had corner.



Next, click Manage accounts



The search tab allows the search for your delegates.  To add new delegates, click the add new delegates tab.



Delegates are required to enter the first and last name as well as their DOB and the last 4 digits of the Drivers License number.
Next, select all functions that the delegate is authorized to access.  
For example, characteristics allow them up update information about your service location.
Click Submit and confirm to complete the addition.



The system confirms that you’ve added a new delegate and advises to communicate the delicate code to the new delegate.



If a team member/employee has a delegate ID, their record is in the system You must add them as a registered delegate



In this example, a delegate gave you their delegate code.  You will enter the delegate code and last name.
Next, assign the functions the delegate is authorized to use.

Then click submit 



The delegate already exists in your delegate list.



Click the trading partner Xref tab. Here you can enter the trading partner ID to allow them access to process your transactions.



Once you’ve entered the trading partner ID, click add.  
Now the added provider trading partner ID has been added, 
they may process Medicaid transaction using the billing system they purchased.



In the Provider section of the Secure Portal is the basic Provider information,
characteristics hyperlink and the revalidation information.  Click characteristics.



The characteristics section allows Provider’s to add an additional language and edit address information.
Please note, you are not allowed to edit the service address, only  additional addresses such as Billing or Mail to.



To manage addressed click the plus sign next to each address you would like to change.



Once the updated details have been added, click save to save your changes. 
In addition, You may also edit office hours.

You may click home to return to the home page.



In the upcoming actions section, notifications will appear for Revalidation.  
This example shows the Revalidation start date, due date, and if applicable
a hyperlink will be displayed to revalidate your Provider Enrollment.



The Provider Services section offers shortcuts such as Member viewing or searching for payment history.



Member focused viewing allows you to search for a Member by the Member ID  or name and birthdate.



In addition, you may check the member eligibility from the eligibility tab, then eligibility sub tab. 



The service type code allows Providers to search for procedure codes.



The treatment history tab allow the search of Dental and medical procedure rendered to the member.



The care management tab offers links to create and view status of an authorization.  Click view Status.



On the view Authorization status, click search options.



In this example, the provider knows the PA number.  Once the number is entered, click search.



Once the search returns, click the Authorization hyperlink to continue.



The status of the authorization appears in the far right of the window.  To search additional details regarding the PA,
Click the plus/minus sign to open and close windows.  Next, click the Patient Health History tab.



In this section, complete all required field and click search.  Once your search is returned, the member/patient’s
history will return for the time frame entered.  Next, click the Resources tab.



Under Resources, click the search Providers hyperlink.



You may search for a Provider by City and State, and by Provider type. 
Each search result has a map link, that will open in MapQuest in another window.



Next, click the Search Drug Code tab.

Providers may search by drug name or NDC with the effective date.

Click the plus/minus sign to show or hide details for search results.



In the Fee Schedule sub tab, Providers must read and agree to the terms of agreement.
Once accepted, click submit.



Complete the required fields, and click search for results.

Once Completed, click the home tab



On the right side of the secure Portal, are links that allows Providers to sign up to receive news,

via the email they signed up with and secure correspondences to create customer service tickets.

In addition, Providers may view Late Breaking News as well as Provider Bulletins, PA Web Portal and Report Fraud.



On the Secure Correspondence page, you may search for any correspondence  using the Contact Tracking Number(CTN)

or by any of the search options available.  Providers may also create a new message that will generate it’s own CTN.



To Create a new message,  Providers must complete the required fields so the message is routed to the correct department.

Scroll down to submit attachments, if applicable to your message, and then click send.  The system then confirms your message

was sent and provides your CTN





At the Resources tab, click Report Download.



Search for the report type from the report dropdown, included with the required dates and click search.

Files appear at the bottom of the search page.
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