Job Aid

Access, Register, Log In, Recover User ID, and
Password in Member Portal.

Required Information to Register

1. The registration process on the Member Portal requires a member to enter qualifying
information and be validated as an active member. Click Show All in the toolbar (see Table 1:
Required Information to Register).

Table 1: Required Information to Register

Registration Process Description

Begin Registration The user must not be currently registered. If a member has already
registered, the member can login.

Submit Credentials The member must submit pre-defined key qualifying information.

Registration Declined The user must be 18 years of age or older to register and use the

Member Portal.

If a member is not an active Medicaid member, registration with the web
portal is denied.

Complete Registration After a member has entered qualifying information and have been
validated as an active Medicaid member, the member is taken to step 2
of the registration to enter security information:

1. Enter User ID and Password

2. Choose Site Key and Enter Passphrase
3. Select and Answer Security Questions
4. Accept User Agreement

Access Member Portal

1. Access the member portal at the URL that was given to you.

Register on Member Portal

1. Atthe Home page, click the Register Now link (see Figure 1: Member Portal Home Page.Figure
2:
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Figure 1: Member Portal Home Page

Login

7 Welcome to the Mississippi Medicaid Portal for Members
This member portal contains all of the information you need to know about your Mississippi
*User ID Medicaid benefits. Want to login and see your personal health information? Enter your User ID
r

Y on the left side of this page or click Register Now to access this secure portal.

Forgot User ID?
‘ Reqgister Now |

Where do I enter my password?

"

2. Atthe Registration panel, enter your member ID, first name, last name, birth date, and social
security number, and click Continue (see Figure 2: Registration Step 1).
Note: The red asterisks next to a field ( *Memberld ) indicates that is a required field. You will not
be able to proceed if valid information is not entered.

Figure 2: Registration Step 1
Registration Step 1 of 2 - Personal Information for Primary Member

* Indicates a requirad field.

Please provide the following information to get started!

*MemberId [g75514002

*First Name |Franr:i5 |

*Last Name |Hea|e',' |

*Birth Dates [10/15/1994 |
| s

3. Atthe Security Information panel, create a User ID, click Check Availability (see Figure 3:
Registration Step 2).

Figure 3: Registration Step 2
Registration Step 2 of 2 - Security Information

# Indicates a required field,

“eour password must follow the criteria documented in the 'Password Assistance' section which is listed on the left hand
side of thizs page.

*User ID |Francis123 | Chedk Availability

+Password | |

“*Confirm Password | |

4. The window below will appear if the User ID is available. If the user is not available, enter a
different one until you find one that is available. Click OK (see Figure 4: Registration Step 2).
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Figure 4: Registration Step 2

« User ID Availability [x]

The User ID is available.

OK

5. Create a password between 10 and 20 characters long, with three of the following four items:
uppercase letters, lowercase letters, numbers, and/or special characters. Your password cannot
be the same as the User ID (see Figure 5: Registration Step 2).

Figure 5: Registration Step 2
Registration Step 2 of 2 - Security Information
* Indicates a required field,

“our password must follow the criteria dooumented in the 'Password Assistance’ section which is listed on the left hand
zide of this page.

*User ID [Frznciz123 |} Chedk Availability
¥ Password | |
“Confirm Password | |

6. Enter a Display Name, which can be the same or different from your User I.D. Email
correspondence will address you by this name. If you like, you can include your phone number,
but is not required (Figure 6: Registration Step 2).

Figure 6: Registration Step 2

Please provide your contact information belov.

#Display Name |FEI‘|CiS R Healey |

Phone Mumber@ [£011933557 |

“Email @ | |

*Confirm Emaila | j |

7. Enter email address to get email notifications. Click Enroll Me (see Figure 7: Registration Step

2).
Figure 7: Registration Step 2
Subscribe for E-mail Motifications
We will zend Mississippi notifications te the e-mazil address providad below.
# Indicates a required field.
“E-mail Addressa | |
#Confirm E-mail Addressa | |
Enrcll Me |||
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8. Click the arrow to scroll through the images. Select a Site Key. Enter a passphrase that you will
remember to identify your identity upon logging into the portal. These appear when you log into
the portal and should never change unless you change them (see Figure 8: Registration Step
2).

Figure 8: Registration Step 2

Please chooss 2 perzonalized Site Kay and enter a passphrase that will be used to verify your identity upon logging into
the Provider portal.

' Site Key:
»,
iy, N
O
Ci‘rArpple @ Balloon Opgalloons O Baseball
“Passphrase || ove my balioon |

9. Select three challenge questions and provide answers for each. You can use these challenge
questions to access the system if you forget your password in the future. Sign the User
Agreement by entering your name at the end of the page. Click Submit (see Figure 9:
Registration Step 2).

Figure 9: Registration Step 2

Please select = unigue challenge question and provide an answer for each of the question groups belows,

*Challenge Question £1 | What was vour childhood nickname? |
“Answer to #1 |Franky |

*Challenge Question £2 |In what city and country do you want to retire? |
“Answer to #2 | Durant |

*Challenge Question #3 | What is the name of your favorite pet? |
“Answer to #3 |Cookie |

User Agreement |

Use of this Network is restricted to authorized users. User activity is monitored and recorded by system
personnel. Amyone using this Network expressly consents to such menitaring and recording. BE ADVISED, if
passible criminal activity is detected, system records, 2long with certain personal information, may be provided
to law enforcement officials.

By emtering my full name in the space provided below and transmitting this form electronically, I state that I am the
person whom I represent miyself to be hersin. and 1 acknowledge that I have read and understand the User
Agresment and agree to the terms and cenditiens as described abeut the role that I will perform.

“Please sign by typing your full name here: |Frzncis R Healzy |

10. The system returns a confirmation window letting you know that you will receive an email. Click
OK (See Figure 10: User Registration Accepted Window).
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Figure 10: User Registration Accepted Window

¥ User Registration Accepted E

Your registration information has been accepted.
You will receive a verification email that contains a secure link
needed to complete registration. If you do not see an email,
check your spam or junk mail folder.

11. Check your email. Click on the link (see Figure 11: Registration Verification Email).

Figure 11: Registration Verification Email

[w=] * & = eqerirsban Vardicabion - Merusge [Pl Ted) T @ - O X
RAE ST E

. 5o eating Bl S5 To Managn T : e~ A || = S MFed ) -:I
[reve - Z a& D)
x e T - W Dane Fometicte m O D hetgbed- CF\ e
B ph- Duiete  Faply Feply Foremd _ £ . Wi duzign Mark Categorize Follow  Trangdste Toom  Ineghte
e i More Creste N = : TR Pty v Ursesd . . [e Setegt
Hesgar i Tlep 3 (1 g 5 Edaeng -
! eHelat b
Registration Verification
Walsornd Francis B Healiy!
Thep ragistraticn informi hipe peal e set ms/membes' 8 Misdical Assistance Portal has been accepted.
i . this email addrass. To do this, please click the link Bslow and follow the instructions:
i servdifica tion tabid 506 el # L g ;‘El?‘l.i' iRraMwPPTr LI SE [aFrO 3 30 pd | 3=omRLICYSO06AN LAl pha N W VR D00
i d v B KR 7 Bl D H W D e 4%
Yo will naeet] thie password you ¢l during registration 10 complete this step, W you do net remember your password, please contact us it 1-555-555-5555 for assistance,
Sncerely,
Mississippi Medicsl Assistarse Portal
N Acconts Division

12. The system opens the Registration Verification page for the Member portal. Enter your
password to complete the verification of your registration. Click Verify (see Figure 12:
Registration Verification).

Figure 12: Registration Verification

Registration Verification

* Indicates a required fizld.

To werify your registration, please enber your password.

”Faﬁmrd I-I--I-'l-l EEEEE l-l--l-l I

Verify

13. The system returns a registration confirmation. Click OK and check your email (see Figure 13:
User Successfully Registered Window).
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Figure 13: User Successfully Registered Window
« User Successfully Registered [z

You have successfully registered for the member portal!

A confirmation email containing your login information has
been sent to the email address provided. If you do not see an
email, check your spam or junk mail folder.

14. The system sends you a follow-up email with your login information, which you can save for
your records (see Figure 14: Registration Confirmation Email.

Figure 14: Registration Confirmation Email

IMer enice <Dran,ieds>0menelalion e oxc, COm:

Registration Confirmation

‘Welcome Francis R Mealey!

This email was sent to confirm that you have successiully registered with the Mississippi Medical Assistarce Portal. Your login credentials are listed below. Please keep & copy of this email in a
safe place for future reference.

Mlissisippl Medicald:  |StateURL)
User I Framcis123

W s Bl vy quisstions of concerrs reganding this email, feel free o emall brisn lpcdiame @dee com o call us at:
Promdder Serviced 1-800-999-3371

:.'lernher Services (HBM]) 1-555-555-5555

Do noft aftemipt rephy bo this sutomabed emall.

Sncerely,

Log into Member Portal
Complete the following steps to log in:
1. Atthe Home page, enter the User ID. Click the Log In (see Figure 15: Member Portal Home

Page).
Figure 15: Member Portal Home Page
Home Thursday 01/14/2021 10:39 AM CST
Login 7 Welcome to the Mississippi Medicaid Portal for Members
This member portal contains all of the information you need to know about your Mississippi
*User ID Medicaid benefits. Want to login and see your personal health information? Enter your User ID
[francis123] ] S bt 01\ the |eft side of this page or click Register Now to access this secure portal.
‘Log In | ' 4

Forgot User ID?

Register Now

Where do I enter my password?

2. The login challenge question is presented if the computer has not been registered with that
user. This allows users to use public computers and validate authorization anywhere. With a
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personal computer, users can identify themselves once, and bypass this screen in subsequent
logins. Answer the challenge question, select the radio button that applies. Click Continue (see
Figure 16: Challenge Question Page).

Figure 16: Challenge Question Page

o Computer and Challenge Answer the challenge question to verify your identity.
Qu on Challenge Question What is the name of your favorite pet?

Site Key *¥Your Answer ICook g I
The HealthCare Portal uses a personalized

site key to protect your privacy enline. To Forgot answer to challenge question?
use a site key, you are asked to respond

to your Chall:nZe question the firstptime Select @ Thisis a personal computer. Register it now.

vou use a personal computer, or every O Thisis & public computer. Do not register it.

time you use a public computer. When

vou type the correct answer to the

Challenge gquestion, your site key token

3. For added security, each user is shown the icon "site key" that the user selected when
registering, as well as passphrase. Enter password. Click Sign In (see Figure 17: Site Token
Password Page).

Figure 17: Site Token Password Page

Make sure your site key token and passphrase are correct.
Passphrase

Confirm that your site key token and If the site key token and passphrase are correct, type your password and click Sign In.

If this is not your site key token or passphrase, do not type your password,
Call the customer help desk to report the incident using the appropriate number below:

passphrase are correct,

If vou recognize your site key token and
passphrase, you can be more comfortable
that you are at the valid HealthCare Portal
site and therefore is safe to enter yvour

Member Services - 1-856-759-4108,
Provider Services — 1-800-884-3222,

password.

Site Key:

Passphrase Love my balloons

*Password |uuunuu|

Forgot Password?

2]

4. You have signed into the Member Portal Secure Home Page (see Figure 18: Member Portal
Secure Home Page).
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Figure 18: Member Portal Secure Home Page

Coverage | Claims | Requests | Health Management | Resources

Home Monday 01/24/2022 12:51 PM CST
. Secure Correspondence
& Member &
Name FRANCIS R HEALEY Contact the Mississippi Division of
Account # - e . . . ' Medicaid
MEDICAID ENTERPRISE SYSTEM ASSISTANCE

Effective Date 05/01/2018

End Date 12/31/9959 Welcome! How can we help you?
» My Profile

w Sign Up to Receive News

Welcome to your easy, safe, and secure internet portal providing you with access -
» Member Demographics to your health plan benefit coverage, provider information and the ability to submit (@ Provider
requests for ID card(s) and Certificate of Coverage.

Find a provider {Doctors, hospitals, and

Recover User ID
Complete the following steps to recover User ID:
1. Atthe Home page. Click Forgot User ID? (see Figure 19: Member Portal Home Page)
Figure 19: Member Portal Home Page

Login

7 Welcome to the Mississippi Medicaid Portal for Members
This member portal contains all of the information you need to know about your Mississippi
*User ID Medicaid benefits. Want to login and see your personal health information? Enter your User ID

on the left side of this page or click Register Now to access this secure portal.

Log In

}
Forgot User ID?

Register Now

Where do I enter my password?

2. Atthe Forgot User ID panel, select from the dropdown menu Members, enter Member Id, Birth
Date, and Social Security Number. Click Continue (see Figure 20: Forgot User ID Page).

Figure 20: Forgot User ID Page

Forgot User ID
* Indicates a required figld.

Enter the following account information. We will use these values to help identify your account. If we find @ match, an email will be sent to your email address on record.

*User Type
“BithDatee  |[&]

oo [

3. The system returns a confirmation stating that an email has been sent to you with the User ID
information. Click OK (see Figure 21: Forgot User ID Window).
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Figure 21: Forgot User ID Window
+ Forgot User ID [x]

You have successfully validated your User ID.
We have sent an email with your account information to the
email address on record. Email notifications can take 15 to 30

minutes to be delivered.

OK

4. The email will provide the have User ID, as well as the Member Services phone so you can call
in case you have additional questions (see Figure 22: Account Information Email).

Figure 22: Account Information Email

Account Information

To Tue 1/25/2022 3:15 AM

o ] ; ] %5 Reply | 5 Reply All Forward
@ Mississippi Medical Assistance Portal <DoNotReply@gaim ) ey 2 ey 7 Forwar

Dear Francis R Healey,

This e-mail was sent to confirm your user ID. Your user ID is listed below. Please keep a copy of this e-mail in a safe place for future
reference.

User ID: francis123

Where you need to go to Log On: [PortalHomeUrl]. If you have any questions or concerns regarding this e-mail, please contact
Customer Support at:

Provider Services 1-800-999-3371

ar

Member Services 1-866-7533-4108

Do not attempt to reply to this automated e-mail.

+Your partner in health,
Mississippi Medical Assistance Portal

Recover Password
Complete the following steps to get a recover password:
1. Atthe Home page, enter the User ID. Click Log In (see Figure 23: Member Portal Home Page).

Version 2.0 9
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Figure 23: Member Portal Home Page

Home Thursday 01/14/2021 10:39 AM CST
Login 7 Welcome to the Mississippi Medicaid Portal for Members
This member portal contains all of the information you need to know about your Mississippi
*User ID Medicaid benefits. Want to login and see your personal health information? Enter your User ID
[francis123] ] Wt il 01 the left side of this page or click Register Now to access this secure portal.
LogIn | r

Forgot User ID?

Register Now

Where do I enter my password?

2. To get a temporary password. Click Forgot Password? (see Figure 24: Site Token Password
Page).

Figure 24: Site Token Password Page

Home = Site Token Password Monday 01/24/2022 12:54 PM CST

0 E::fp’:::s';e key Token and Make sure your site key token and passphrase are correct.

If the site key token and passphrase are correct, type your passweord and click Sign In.

Confirm that your site key token and o )
passphrase are correct. If this is not your site key token or passphrase, do not type your password.

If you recognize your site key token and Call the customer help desk to report the incident using the appropriate number below:
passphrase, you can be more comfortable
that you are at the valid HealthCare Portal
site and therefore is safe to enter your
password.

Member Services — 1-865-759-4108.
Provider Services — 1-800-884-3222.

Site Key: &

Passphrase Love my balloons

*Password | |

Forgot Password?

3. The system returns one of the three challenge questions you set up in the registration process.
Answer the questions. Click Submit (see Figure 25: Forgot Password Page).

Figure 25: Forgot Password Page

Forgot Password
* Indicates a required figld.

Answer the following challenge question. We will use the answer to help authenticate your identity. If we find a match, an email will be
sent to your email address on record.

Challenge Question What was your childhood nickname?
-
*Your Answer [Franky 1 |

4. The system returns a confirmation stating that an email has been sent to you with the account
information. Click OK (see Figure 26: Forgot Password Window).
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Figure 26: Forgot Password Window
«+ Forgot Password [%]

You have successfully validated your Password.
We have sent an email with your account information to the
email address on record. Email notifications can take 15 to 30

minutes to be delivered.

OK

5. The system returns an automated email with the temporary password. Copy the password (see
Figure 27: Email Account Information).

Figure 27: Email Account Information

Dear Francis R Healey,

This e-mail was sent to confirm that we have reset your password in the Mississippi Medical Assistance Portal website. Your
temporary password is listed below. The next time you login, you will be prompted to change your password.

Temporary Password: TpObd9b558cl

Where you need to go to login: https://naml0.safelinks.protection.outlook.com/?url=https%3A%2F%

2Fmsioowdtrnwe002. msxix.net?2 Fms%2Fmember?2FHome%2 Ftabid%2 F55%2 FDefault.aspx&amp;data=04%7C01%7Cmmiranda®
40gainwelltechnologies.com®%7C9a72a5baae614c6371da08d9di68e413%7 Cco63f89cefob418fbd3d41 ed6ccelb8%7 CO%TC0%
7C637786463868724206%7CUnknown%

7CTWFpbGZsb3d8eylWljoiMCAWLAWMDAILCICljoiv2 luMzliLCIBTil6Ik1haWwil CIXVCIEMN0%3D%
7C3000&amp;sdata=jC742dFv2quOX6ZpDzhdcCTsgDXKISIGZNacl 1 h8GzY*3D&amp;reserved=0. If you have any questions or
concerns regarding this e-mail, please contact Customer Support at:

Provider Services 1-800-999-3371
or
Member Services 1-866-759-4103

Do not attempt to reply to this automated e-mail.

Your partner in health,
Mississippi Medical Assistance Portal

6. Paste the temporary password in the Password field of the Site Token Password Page. Click
Sign In (see Figure 28: Site Token Password Page).
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Figure 28: Site Token Password Page

Make sure your site key token and passphrase are correct.
Passphrase

Confirm that your site key token and If the site key token and passphrase are correct, type your password and click Sign In.

passphrase are correct If this is not your site key token or passphrase, do not type your password.

If you recognize your site key token and Call the customer help desk to report the incident using the appropriate number below:
passphrase, you can be more comfortable
that you are at the valid HealthCare Portal
site and therefore is safe to enter your

password.

Member Services — 1-855-755-4108,
Provider Services — 1-800-884-3232.

Site Key: &

Passphrase Love my balloons

*Password

Forgot Password?

7. The system returns a pop-up window suggesting changing the temporary password. Click OK.
(see Figure 29: Mississippi Medical Assistance Portal Window).

Figure 29: Mississippi Medical Assistance Portal Window
+ Mississippi Medical Assistance Portal |E|

Your password is currently set to a system generated
temporary password. You should take this opportunity to
change it or click the cancel button to keep it.

oK

8. Enter the temporary password in the current password field, and the new password in the new
password and confirm new password fields. Click Submit (see Figure 30: Change Password
Page).

Figure 30: Change Password Page

Home > Site Token Password = Change Password Monday 01/24/2022 12:03 PM C5T

() Charoepessword ssistanc

* Indicates a required field.
1. A password cannot be reset more = d

than once in a 24 hour period. Enter your Current Password, New Password, New Password Confirmation and click the Submit button.
2. Passwords will expire every 60 days. “*Current Password |uuuuuu |
3. The minimum password length is 10. “New Password |"°""""" |
4. The password cannot repeat any of *Confirm New Password [ssssssssssass |
the previous 24.
5. Passwords must be complex, m m
containing 3 of the following 4 items:
= Upper case letters {4, B, C...) L\s
= Lower case letters (g, b, c...)
s Numbers (1, 2, 3...)
» Special characters (1, 3, *...)
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9. The system returns a password change confirmation (see Figure 31: Change Password
Window).

Figure 31: Change Password Window

+ Password Changed [x]

You have successfully changed your Password.

We have sent an email with your new password to the email
address on record. Email notifications can take 15 to 30
minutes to be delivered.

o]

10. You have signed into the Member Portal Secure Home Page (see Figure 32: Member Portal
Secure Home Page).

Figure 32: Member Portal Secure Home Page

Coverage | Claims | Requests | Health Management | Resources

Home Monday 01/24/2022 12:43 PM CST
‘ Mimkos , Secure Correspondence
Name FRANCIS R HEALEY Contact the Mississippi Division of
Account # ropem s - ' Medicaid
Effective Date 05/01/2018
" » Sign Up to Receive News
End Date 12/31/9959 Welcome! How can we help you? 4

My Profile

Welcome to your easy, safe, and secure internet portal providing you with access -
Member Demographics to your health plan benefit coverage, provider information and the ability to submit ..? Provider
requests for ID card(s) and Certificate of Coverage.

Find a provider (Doctors, hospitals, and

11. The system returns an email update notification letting you know that your password was
successfully updated (see Figure 33: Email Update Notification).
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Figure 33: Email Update Notification

This email was sent to confirm that you have successfully changed your password in the Mississippi Medical Assistance Portal. Your
new password is listed below. Please keep a copy of this email in a safe place for future reference.

Password:; §S*******ksgog

If you have any questions call us at:

Provider Services 1-800-939-3371

or

Member Services 1-866-759-4108

Do not attempt reply to this automated email.

Sincerely,

Mississippi Medical Assistance Portal
User Accounts Division
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