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 Purpose 
The purpose of the Provider Web Portal Navigational Manual is to provide Georgia Medicaid users with 
detailed descriptions of the Web Portal. This manual includes navigational paths, field descriptions, and 
panel functionality with graphical representations of the panels.  

This manual is intended to support users in effectively executing their work-specific responsibilities in 
relation to the Web Portal. This manual is not intended to be a procedure or desk-level manual. 
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 Introduction 
Georgia Medicaid's Web Portal solution provides communication, data exchange, and self-service tools to 
the provider and member community. The Web Portal consists of both public and secure areas. The public 
area contains general information, such as program awareness, notices, and forms, and allows users to 
respond to surveys. 

Access to the secure area of the Web Portal by providers and billing agents acting on their behalf requires a 
username and password. The secure area offers multiple features that will be available to registered users. 
Some of the features available on the secure area of the Web Portal for providers and their billing agents are 
noted below:  

1. Request eligibility verifications 

2. Track or submit health check appointments 

3. Track or submit prior authorizations  

4. Track or submit claims (including voids and adjustments) 

5. Receive secured alerts and notices 

6. Search and view assigned reports and letters 

7. Search for explanation of benefit (EOB) and procedure code information 
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 Field Help 
Field help is available for each field that requires input of some information. When you hover your mouse 
over the name of a field, a question mark will appear. If you click the name, the field description will appear.  
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 Panel Help 
Panel help is available on panels that allow information to be entered. The question mark in the top right-
hand corner of the panel will allow you to open the panel help page in a new browser. This page displays an 
overall narrative, navigation information, field descriptions, and panel edits assigned to the panel. 
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 Web Portal Home Overview 
The Web Portal home page is the main landing page for the public section of the Web Portal available to all 
users. General information related to the Georgia Medicaid Web Portal is listed in an effort to provide users 
an overall understanding of the public site. In addition, the contact and log on procedures for provider and 
member users are also listed. The public menus for all users are: 

1. Home 

2. Contact Information 

3. Member information 

4. Provider Information 

5. Provider Enrollment 

6. EDI 

7. Pharmacy 

The Home submenu includes: 

1. Publication Search 

2. Site Map 

3. Site Settings 

4. Language Selection 

 

 
The User Information panel will display information about the current user. If the user has not yet logged in, 
the user information panel will display open and contain a button which will take the user to the security 
system to log in. 

If the user has logged in, the panel will initially display closed so that only the panel title will show. Pressing 
the downward pointing chevrons on the panel will expand it to its open state. 

All logged-in users will have a Manage Account button that will take the user back to the security system. 
Users who are able to act on behalf of providers or trading partners will also have a Switch Users button that 
takes them back to the Switch User page.  

Navigation Path: All pages 

Panel as it appears for users not logged in: 

 

 

Panel as it appears for provider users: 
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Panel as it appears for billing agent users (panel displays the Acting ID and Type of User fields if the user 
has selected an authorized provider or trading partner account to act as). 

 

Panel as it displays for a billing agent that has selected a group or payee provider that has delegated service 
location roles 

 

 

Field Descriptions 

Field Help Description 

Acting ID Displays the ID of under which the current user is acting. (Read-Only)  

Acting Type of User Displays the type of user under which the current user is acting. (Read-Only)  

Authorizing Provider Displays the Group or Payee ID under which the current user is authorized to 
select an Acting ID to act as. (Read-Only) 

Login Displays the user ID of the current user. (Read-Only)  

Login/Manage Account Displays the Security Page allowing the user to change the password or perform 
other account management functions.  

Switch Acting User Displays the Switch User page allowing Agents and Billing Agents to select on 
whose behalf they wish to act.  

Type of User Displays the type of user logged in. (Read-Only)  

User's Name Displays the name of the current user. (Read-Only)  
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The Publication Search page provides users with the opportunity to search for publications, containing 
references to specified texts that have been published on the public Web Portal. 

Navigational Path: Home – Publication Search 

Step Action Result 

Start from the Home menu. 

1 Select the Publication Search submenu.  The Publication Search page displays. 

 

Field Descriptions 

Field Help Description 

Category to Search Displays a list of publication categories that may be searched.  

clear This button clears the search criteria.  

search This button is used to initiate the search.  

Search Text Displays the text that is to be searched for regarding the publications.  

Publication Search Panel 

Step Action Result 

1 Select the Category to Search from the 
drop-down list.  

 

2 Enter the Search Text (or keyword) by which 
to search. 

 

3 Click search. The appropriate search results are displayed 
based on the search criteria entered. Search 
results may be selected in order to view the 
appropriate publication. 
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The Site Map page provides users with the ability to view the location of all available pages on the Web 
Portal to assist with site navigation. 

Navigational Path: Home – Site Map 

Step Action Result 

Start from the Home menu. 

1 Select the Site Map submenu.  The Site Map page displays. 

 

 

 
The Site Settings page allows the user to customize the appearance of the site by checking or un-checking 
any of the options available and clicking update.  

Navigational Path: Home - Site Settings 

Step Action Result 

Start from the Home page menu. 
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Step Action Result 

1 Select the Site Settings submenu. The Site Setting page displays. 

 

 

Applying Personal Settings 

Step Action Result 

1 Select Activate Dropdown Menus. When checked, allows a user to view sub 
menus listed in a drop-down list when a user 
hovers over the main menu.  

2 Select Activate Popup Searches. When checked, displays the [search] hyperlinks 
against reference and provider fields, such as 
the procedure code field, allowing the user to 
perform searches against the values stored in 
the Georgia Medicaid system without having to 
navigate away from the designated panel. 

3 Select Activate Row Selection hyperlinks. When checked, displays eyeglasses for each 
row returned on the search results panels. 
Further identifying the user can click the 
eyeglasses, instead of the row, to navigate to 
the page to view the data in detail. 

4 Select Open Information Panel in Different 
Browser. 

Enable this feature to Open Information Page in 
a new Browser. 

5 Select Activate Keyboard Accessible Field 
Help. 

When checked, allows users to tab to field 
names and press enter to retrieve the field help 
information instead of selecting the field help 
with their cursor.  
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Step Action Result 

6 Select Activate Linearized Tables. When checked, displays the fields in a single 
column instead of on multiple columns.  

7 Select Activate Focus Return. Displays a red border around the panel being 
used to help identify which panel is being used 
where multiple panels are displayed on a single 
page. 

8 Select Activate Shortcut keys. Shortcut Keys are one or more keys you press 
on the keyboard to complete a task. For 
example, you can press ALT+S to perform a 
save. If activated, the system will enable 
shortcut keys and display shortcut key 
indicators on buttons and menu hyperlinks. 

9 Select Shortcut Key Display Mode. [Underline] mode will highlight the shortcut key 
with an underline, [ADA Mode] will append the 
shortcut key to the text, which is useful for 
screen reader users, [None] mode will not 
highlight the shortcut key. 

10 Click Update. Last Update will be displayed, for example: 
Last Update: Wednesday, October 28, 2009 
2:50:07 AM 

 

 
The Language Selection page allows all users to choose the language in which they would like static text to 
be displayed. Making a selection on this page or from the language selection hyperlinks at the footer of all 
pages will set the display language for the menu and static text until the choice has expired or a new 
selection is made. English is the default option. If Español is selected, it will remain the choice for two weeks 
or until another option is selected. 

This page also provides information and a hyperlink to download the Google Toolbar to enable full page 
translation in any language supported by the Google Toolbar translation feature. 

Navigational Path: Home - Language Selection 

Alternate Navigation Path: Select either English or Español from the footer at the bottom of any page. 
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 Contact Information Overview 
The Contact Information menu provides users with the ability to contact Georgia Medicaid through the public 
Web Portal.  

The Contact Information submenu includes:  

1. Contact Us 

2. Phone Numbers & Links 

 

 
The Contact Information panel provides users with the ability to contact Georgia Medicaid through the public 
and secure Web Portal. Users authenticated as a provider or trading partner will continue to have access to 
the page, which includes additional items in the selection list. The appearance of the panel changes based 
on the Select an Item and Contact Method selected. 

Extra Features 

If the selected call category is one of the complaint call categories, the Contact Method list will be changed 
to only include two options: 

1. Formal, which includes all contact fields when a complaint category is selected 

2. Anonymous/No Response Needed, which includes no contact fields 

Navigational Path: Contact Information - Contact Us  

Step Action Result 

Start from the Contact Information menu. 

1 Select the Contact Us submenu. The Contact Information panel displays. 
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Field Descriptions 

Field Help Description 

Address Line 1 Displays the first line of the address for the contact when the contact method 
is mail.  

Address Line 2 Displays the second line of the address for the contact when the contact 
method is mail.  

Attention To Displays the attention to line of the address for the contact when the contact 
method is mail.  

cancel This button cancels the current operation and discards any data.  

City Displays the city of the address for the contact when the contact method is 
mail.  

Confirm E-mail Displays the retyping of the e-mail address for the contact when the contact 
method is e-mail.  

Contact Method Displays the method the contact wishes to be contacted by.  

Describe the problem 
you encountered 

Displays the description of the problem that the contact encountered when the 
selected item is having technical problems.  

E-mail Address Displays the e-mail address for the contact when the contact method is e-
mail.  

Fax Number Displays the fax number for the contact when the contact method is fax.  

How can we help you? Displays the free form text for the help that the contact needs when the 
selected item is not a technical problem.  

Last Name, First Name Displays the first and last name for the contact when the contact method is 
telephone, fax, or e-mail.  

Phone Number Displays the phone number and extension for the contact when the contact 
method is telephone.  

Select an Item Displays the reason the contact is contacting Georgia Medicaid.  

State, ZIP Code Displays the state, ZIP code, and ZIP code extension of the address for the 
contact when the contact method is mail.  

submit This button saves and submits the request.  



 Provider Web Portal Navigational Manual 

Page 17 
Gainwell Technologies Proprietary. For training purposes, this document may contain PHI 

© Copyright 2026 Gainwell Technologies 
The information contained herein is subject to change without notice. 

Field Help Description 

top of page This button jumps the user to the top of the page.  

Contact Information Panel 

Step Action Result 

1 Select the Select an Item from the drop-down 
list.  

The appropriate free-form text field displays. 

2 Enter the category details in the free-form text 
field displayed. 

 

3 Select the Contact Method from the drop-
down list. 

The appropriate contact fields display based on 
the selection. 

4 Enter valid contact information in all of the 
contact fields displayed. 

 

5 Click submit. Contact record request saves and a tracking 
number is displayed. 

 

 
The Phone Numbers & Links page provides users the ability to view contact information and hyperlinks to 
external agencies and Web sites.  

Navigational Path: Contact Information – Phone Numbers & Links 

Step Action Result 

Start from the Contact Information menu. 

1 Select the Phone Number & Links submenu. The Phone Number & Links page displays. 
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 Member Information Overview 
 

The Find a Provider panel allows users to perform searches for active Georgia Medicaid providers through 
the public Web Portal. 

The minimum search criteria: Provider Type and ZIP or Provider Type, City, State, and Address 1. 

Extra Features 

Selecting the Provider Type will cause the dropdown for the Specialties to populate with specialties that are 
appropriate for the selected provider type. The Geographic Information fields (City, State, ZIP, Address 1, 
and Address 2) are all used to determine a center point for the search radius. 

Navigational Path: Member Information – Find a Provider 

Step Action Result 

Start from the Member Information menu. 

1 Select the Find a Provider submenu. The Find a Provider panel displays. 

 

 

Field Descriptions 

Field Help Description 

Accepting New Patients Displays if the provider is or is not accepting new patients.  

Address 1 Displays the first line of the address to use as the center for the search radius.  

Address 2 Displays the second line of the address to use as the center for the search 
radius.  
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Field Help Description 

AmeriGroup Displays providers who participate in the AmeriGroup health plan when 
(checked) as part of the search criteria. 

Business OR Last Name Displays the business or last name of the provider to search by.  

CareSource Displays providers who participate in the CareSource health plan when 
(checked) as part of the search criteria. 

Check if unsure of 
spelling 

Displays whether a search using the provider's name should return the exact 
name entered (when unchecked) or names that begin with the same sounds 
as the name entered (checked).  

City Displays the city to use as the center for the search radius.  

clear This button clears the search criteria fields.  

County Displays the county of the provider to search by.  

Has Direct Exchange 
Address 

Displays if the provider does or does not have a direct exchange address.  

Health Check Providers 
Only 

Displays whether search results should only include providers who can 
perform Health Check services (checked) or include providers regardless of 
Health Check services provided (unchecked).  

Health Plan Participation Displays whether search results should only include providers who participate 
within a selected Health Plan (checked) or include providers regardless of 
Health Plan participation (all unchecked).  

Language Spoken Displays the language spoken by the provider to include in the search.  

Max Distance Displays the approximate number of miles from the search center to find 
providers who match the search criteria.  

Peach State Displays providers who participate in the Peach State health plan when 
(checked) as part of the search criteria. 

Provider Reference ID Displays the reference ID of the provider to search by.  

Provider Type Displays the type of provider to search by. When Provider type Medical 
Services is selected, all providers who meet the search criteria specified and 
who are not a type of Hospital, Physician, or Community Services are 
returned.  

search This button is used to initiate the search.  
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Field Help Description 

Sort Results By Displays how the search results should be sorted.  

Special Needs Displays special needs requirements to search by. Multiple selections can be 
made by holding the CTRL key and left-clicking on the appropriate values. 
(Note: Macintosh users will hold the COMMAND key in place of the CTRL 
key.)  

Specialties Displays the provider specialty to search by.  

State Displays the state to use as the center for the search radius.  

ZIP Displays the ZIP Code to use as the center for the search radius.  

 

Finding a Provider Panel 
Note: Fields marked with an asterisk are required. Otherwise, the field is optional. 

Step Action Result 

Geographical Information 

1 Enter the City* where the member resides.   

2 Select the State* where the member resides 
from the drop-down list. 

 

3 Enter the ZIP* where the member resides.  

4 Enter the Address 1* where the member 
resides. 

 

5 Enter the Address 2 where the member 
resides. 

 

6 Select the Max Distance from the drop-down 
list. 

 

Provider Information 

7 Select the Provider Type* from the drop-
down list. 

The list of specialties is limited based on the 
provider type selected. 

8 Enter the Provider Reference ID.  

9 Select the provider’s County from the drop-
down list. 
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Step Action Result 

10 Check Health Check Providers Only.  

11 Check Has Direct Exchange Address.  

12 Select the Special Needs accommodated.  

13 Select the Specialties from the drop-down 
list. 

 

14 Enter the Business or Last Name of the 
provider. 

 

15 For the provider name entered, select Check 
if unsure of spelling. 

 

16 Select Accepting New Patients from the 
drop-down list. 

 

17 Select the Language Spoken.  

18 Select Sort Results By from the drop-down 
list. 

 

19 Check Health Plan Participation from list of 
health plans to limit the search results. 

 

If any box is checked, only providers 
participating in the selected health plan(s) will 
be returned in the results.   

If all boxes are unchecked, results will include 
providers regardless of Health Plan 
participation.  

20 Click search. The appropriate search results are displayed 
based on the search criteria entered. Please 
refer to section 7.2 and 7.3 for viewing the 
results. 

 

 
The Find a Provider Search Results panel allows users to view the search results based on the search 
criteria entered on the provider directory search panel on the public Web Portal. The search results list 
contains summary information about the provider, for which the user can view in detail by clicking the row on 
the search results panel. 

Navigational Path: Member Information - Find a Provider - enter search criteria – click Search 
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Step Action Result 

Start from the Member Information menu. 

1 Click the Find A Provider submenu. The Find a Provider panel displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Find a Provider Search Results panel 
displays. 

 

Field Descriptions 

Field Help Description 

Accepting New Patients Displays whether or not the provider is currently accepting new patients. 
(Read-Only)  

After Hours Displays the after-hours phone number for the provider. (Read-Only)  

AmeriGroup 
Participation 

Displays whether or not the provider participates in the health plan. 

CareSource 
Participation 

Displays whether or not the provider participates in the health plan. 

City Displays the city of the service location address for the provider. (Read-Only)  
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Field Help Description 

Direct Exchange 
Address 

Displays if the provider does or does not have a direct exchange address. 
(Read-Only)  

Distance Displays the distance in miles between the search radius center point and the 
provider. (Read-Only)  

Health Check Displays whether or not the provider is able to provide Health Check services. 
(Read-Only)  

Peach State 
Participation 

Displays whether or not the provider participates in the health plan. 

Phone Number Displays the phone number for the provider. (Read-Only)  

Provider Address Displays the first line of the service location address for the provider. (Read-
Only)  

Provider Name Displays the name for the provider. (Read-Only)  

Provider Type Displays the description of the type of provider. (Read-Only)  

State Displays the state of the service location address for the provider. (Read-
Only)  

ZIP Displays the ZIP and ZIP extension of the service location address for the 
provider. (Read-Only)  

 

 
The Provider Service Location Information, Provider Service Location Accessibility and Hours, Provider 
Specialties, Languages Spoken, and Special Needs Accommodated panels allow users to view detailed 
information about the provider selected from the Find a Provider Search Results panel on the public Web 
Portal.  

The Provider Service Location Information panel displays address and contact information directly related to 
the provider's location where services are provided.  

The Provider Service Location Accessibility and Hours panel displays the business hours and accessibility 
options related to the provider’s location where services are provided. 

The Provider Specialties panel provides a list of all active specialties that the provider has enrolled in 
Georgia Medicaid.  

The Languages Spoken panel provides a list of all languages, including the primary language spoken at the 
provider's location where services are provided.  

The Special Needs Accommodated panel provides a list of all of the special needs the provider is able to 
accommodate. 
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Navigational Path: Member Information - Find a Provider - enter search criteria – click Search – select row 
from search results 

Step Action Result 

Start from the Member Information menu. 

1 Click the Find A Provider submenu. The Find a Provider panel displays. 

2 Enter the appropriate search criteria.  

3 Click search.  The Find a Provider Search Results panel 
displays. 

4 Select row from the Find a Provider Search 
Results panel. 

The Provider Service Location panel(s) display. 

 

Field Descriptions 

Field Help Description 

Accepting New Patients Displays whether or not the provider is currently accepting new patients. 
(Read-Only)  

Accessible by Bus Displays if this service location is accessible by bus. (Read-Only)  
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Field Help Description 

Accessible by Subway Displays if this service location is accessible by subway. (Read-Only)  

Accessible by Train Displays if this service location is accessible by regional train. (Read-Only)  

ADA Accessible Displays if this service location meets ADA accessibility requirements. (Read-
Only)  

Address1 Displays the first line of the service location address for the provider. (Read-
Only)  

Address2 Displays the second line of the service location address for the provider. 
(Read-Only)  

After Hours Displays the after-hours phone number for the provider. (Read-Only)  

City, State Displays the city and state of the service location address for the provider. 
(Read-Only)  

County Displays the county of the service location address for the provider. (Read-
Only)  

Distance Displays the distance in miles between the search radius center point and the 
provider. (Read-Only)  

Driving Direction Using the provider's address, a new browser window is opened to the 
MapQuest Web site showing a map of the provider's location.  

E-mail Displays the e-mail address for the provider. (Read-Only)  

Fax Displays the fax number for the provider. (Read-Only)  

Friday Hours Displays the opening and closing times for Friday. (Read-Only)  

Has Direct Exchange 
Address 

Displays if the provider does or does not have a direct exchange address. 
(Read-Only)  

Health Check Displays whether or not the provider is able to provide Health Check services. 
(Read-Only)  

Language Displays the languages spoken at the provider location. (Read-Only)  

Monday Hours Displays the opening and closing times for Monday. (Read-Only)  

Patient Age Range Displays the age range of patients that the provider serves at this location. 
(Read-Only)  
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Field Help Description 

Phone Number Displays the phone number for the provider. (Read-Only)  

Primary Displays whether or not the language is the primary language for the service 
location. (Read-Only)  

Provider Name Displays the name for the provider. (Read-Only)  

Provider Reference ID Displays the reference ID of the provider. (Read-Only)  

Provider Type Displays the description of the type of provider. (Read-Only)  

Public Transportation 
Accessible 

Displays if this service location is accessible by public transportation. (Read-
Only)  

Saturday Hours Displays the opening and closing times for Saturday. (Read-Only)  

Special Needs Displays the special needs accommodated at the service location. (Read-
Only)  

Specialty Displays the provider specialties. (Read-Only)  

Sunday Hours Displays the opening and closing times for Sunday. (Read-Only)  

Thursday Hours Displays the opening and closing times for Thursday. (Read-Only)  

Tuesday Hours Displays the opening and closing times for Tuesday. (Read-Only)  

Website Displays the Web site information for the provider. (Read-Only)  

Wednesday Hours Displays the opening and closing times for Wednesday. (Read-Only)  

ZIP Displays the ZIP code and ZIP code extension of the service location address 
for the provider. (Read-Only)  
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 Provider Information Overview 
The Provider Information page provides users with the ability to view Georgia Medicaid notices, manuals, 
public messages, fee schedules, forms, training, reports, Frequently Asked Questions, as well as the ability 
to add a PASRR (Pre-Admission Screening/Resident Review) request. 

The Provider Information submenu includes: 

1. Provider Notices 

2. Provider Manuals 

3. Provider Messages 

4. Fee Schedules 

5. Forms for Providers 

6. Reports for Public Access 

7. FAQ for Providers 

8. Web Portal Training 

9. Provider Education 

 

 
The Provider Notices panel provides users the ability to download and view provider related publications 
from the public Web Portal. 

Users will be able to filter the provider notices based on specific categories by selecting a value from the 
category drop-down and pressing the go button. This will reduce the list of publications to those within the 
selected category. All lists will automatically be displayed when accessing the Provider Notices page. 

Navigational Path: Provider Information - Provider Notices 

Step Action Result 

Start from the Provider Information menu. 

1 Select the Provider Notices submenu. The Provider Notices panel displays. 

2 Select the Provider Notice to view. The selected notice displays. 
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Field Descriptions 

Field Help Description 

Category Displays the type of publication available for download. (Read-Only)  

File Type Displays the file type of the publication available for download. (Read-Only) 

Release Date Displays the date that this publication was updated or became available. 
(Read-Only)  

Size (KB) Displays the size of the publication available for download. (Read-Only)  

Title Displays the title of the publication, which is clickable so the user may begin 
downloading the requested publication. (Read-Only)  

 

 
The Provider Manuals panel provides users the ability to download and view provider billing and user 
manuals from the public Web Portal. 

Users will be able to filter the provider manuals based on specific categories, by selecting a value from the 
category drop-down and pressing the go button. This will reduce the list of publications to those within the 
selected category. All lists will automatically be displayed when accessing the Provider Manuals page. 

Navigational Path: Provider Information - Provider Manuals 

Step Action Result 

Start from the Provider Information menu. 

1 Select the Provider Manuals submenu. The Provider Manuals panel displays. 

2 Select the Provider Manual to view. The selected manual displays. 

 

Field Descriptions 

Field Help Description 

Category Displays the type of publication available for download. (Read-Only)  

File Type Displays the file type of the publication available for download. (Read-Only) 
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Field Help Description 

Release Date Displays the date that this publication was updated or became available. 
(Read-Only)  

Size (KB) Displays the size of the publication available for download. (Read-Only)  

Title Displays the title of the publication, which is clickable so the user may begin 
downloading the requested publication. (Read-Only)  

 

 
The Provider Messages page allows users the ability to search and view provider related alerts and banner 
messages from the public Web Portal. The search results list contains summary information about the 
message, for which the user can view in detail by clicking the row on the messages panel. To access all 
banner messages, leave the search fields blank and click the search button. 

Minimum Search Criteria: None 

Navigational Path: Provider Information - Provider Messages – Messages Search panel 

Step Action Result 

Start from the Provider Information menu. 

1 Select the Provider Messages submenu. The Messages Search panel displays. 

 

Field Descriptions 

Field Help Description 

clear This button clears the search criteria fields.  

Effective Date Displays the effective date of the message being displayed. (Read-Only)  

Keyword Displays the text or a keyword found in the message subject or body to search 
by.  

Message Displays the body of the message being displayed. (Read-Only)  

Provider Type Displays the type of provider the message was sent to.  
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Field Help Description 

Records Displays the number of search results to display per page.  

search This button is used to initiate the search.  

Sent Date Displays the sent date of the message being displayed. (Read-Only)  

Subject Displays the subject line of the message being displayed. (Read-Only)  

Type Displays the provider types that the message being displayed was sent to. 
(Read-Only)  

Year Displays the year found in the message effective date to search by.  

Messages Search Panel 

Step Action Result 

1 Enter a Keyword.  

2 Select the Year the message was sent from 
the drop-down list. 

 

3 Select Provider Type from the drop-down 
list. 

 

4 Click search. The Messages panel displays with the 
matching search results. 
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The Fee Schedules panel provides users the ability to download and view fee schedules from the public 
Web Portal. 

Navigational Path: Provider Information - Fee Schedules  

Step Action Result 

Start from the Provider Information menu. 

1 Select the Fee Schedules menu. The Fee Schedules panel displays. 

2 Select the fee schedule to view. The selected fee schedule displays. 

 

Field Descriptions 

Field Help Description 

File Type Displays the file type of the publication available for download. (Read-Only) 

Release Date Displays the date that this publication was updated or became available. 
(Read-Only)  

Size (KB) Displays the size of the publication available for download. (Read-Only)  

Title Displays the title of the publication, which is clickable so the user may begin 
downloading the requested publication. (Read-Only)  

 
The Forms for Providers page gives users the ability to download and view forms from the public Web 
Portal. Users will be able to filter forms based on specific groups by selecting a value and pressing the go 
button. This will reduce the list of available forms to those within the selected group. All forms will 
automatically be displayed when accessing the forms page. 

Navigational Path: Provider Information – Forms for Providers 

Step Action Result 

Start from the Provider Information menu. 

1 Select the Forms for Providers submenu. The Forms panel displays. 
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Step Action Result 

2 Select the form to view. The selected form displays. 

 

Field Descriptions 

Field Help Description 

Category Displays the type of publication available for download. (Read-Only)  

File Type Displays the file type of the publication available for download. (Read-Only) 

Release Date Displays the date that this publication was updated or became available. 
(Read-Only)  

Size (KB) Displays the size of the publication available for download. (Read-Only)  

Title Displays the title of the publication, which is clickable so the user may begin 
downloading the requested publication. (Read-Only)  

 

 
The Provider Reports for Public Access panel provides users the ability to download and view provider 
listings from the public Web Portal.  

Navigational Path: Provider Information - Reports 

Step Action Result 

Start from the Provider Information menu. 

1 Select the Reports for Public Access 
submenu. 

The Provider Reports panel displays. 

2 Select the report to view. The selected report displays. 
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Field Descriptions 

Field Help Description 

Category Displays the type of publication available for download. (Read-Only)  

File Type Displays the file type of the publication available for download. (Read-Only) 

Run Date Displays the date that this publication was created. (Read-Only) 

Size (KB) Displays the size of the publication available for download. (Read-Only)  

Title Displays the title of the publication, which is clickable so the user may begin 
downloading the requested publication. (Read-Only)  

 

 
The FAQ for Providers panel provides users the ability to download and view Frequently Asked Questions 
(FAQs) and responses in relation to provider procedures and program services. 

Navigational Path: Provider Information - FAQ for Providers 

Step Action Result 

Start from the Provider Information menu. 

1 Click the FAQ for Provider submenu. The FAQ for Providers page displays. 

 

Field Descriptions 

Field Help Description 

File Type Displays the file type of the publication available for download. (Read-Only) 
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Field Help Description 

Release Date Displays the date that this publication was updated or became available. 
(Read-Only)  

Size (KB) Displays the size of the publication available for download. (Read-Only)  

Title Displays the title of the publication, which is clickable so the user may begin 
downloading the requested publication. (Read-Only)  

 

 
The Web Portal Training panel allows users to download, view, or take training courses and materials. 

When you click the Computer-Based Training (CBT) course, the following two options appear: 

Run: When you select this option, the CBT will start and proceed through the lesson without downloading 
any files to your local drive.  

Save: When you select this option, you can save the lesson to your local drive. You will then have the option 
to start the CBT immediately or take the lesson at a later time.  

Navigational Path: Provider Information – Web Portal Training 

Step Action Result 

Start from the Provider Information menu. 

1 Click the Web Portal Training submenu. The Web Portal Training panel displays. 

 

Field Descriptions 

Field Help Description 

Duration Displays the duration of the computer based training course. (Read-Only)  

Run Date Displays the date that this publication was created. (Read-Only) 

Size (KB) Displays the size of the publication. (Read-Only) 

Title Displays the title of the computer based training course. The title is clickable, 
which allows users to download the training course. 
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The Provider Education page offers educational and training materials to assist the Medicaid Provider 
community with the various aspects of submitting a request for Prior Authorization to GMCF (Georgia 
Medicare Care Foundation).  

Navigational Path: Provider Information – Provider Education 

Step Action Result 

Start from the Provider Information menu. 

1 Click the Provider Education submenu. The Provider Education page displays. 



 Provider Web Portal Navigational Manual 

Page 38 
Gainwell Technologies Proprietary. For training purposes, this document may contain PHI 

© Copyright 2026 Gainwell Technologies 
The information contained herein is subject to change without notice. 

This page intentionally left blank. 

  



 Provider Web Portal Navigational Manual 

Page 39 
Gainwell Technologies Proprietary. For training purposes, this document may contain PHI 

© Copyright 2026 Gainwell Technologies 
The information contained herein is subject to change without notice. 

 Provider Secure Web Portal Overview 
Registered rendering providers, groups and payees are able to access the secure Web Portal to view 
records assigned to their provider ID, perform eligibility, submit requests, and so on. For instructions on how 
to register, please refer to the Web Portal User Account Management Guide, which is available on the public 
Provider Manuals page from the Provider Information menu.  

Provider, group and payee users are also able to grant access to their accounts to Billing Agent (Provider 
Office Administrators) users. The Web Portal User Account Management Guide provides detailed 
instructions and information on this process.  
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Log on Procedures: 

Step Action Result 

1 Access the Web Portal at 
www.mmis.georgia.gov.  

The User Information panel displays. 

2 Click Login. The secure sign in page displays. 

3 Enter the user’s Georgia Medicaid 
Username. 

 

4 Enter the Password registered with the 
account. 

 

5 Click Sign In. Multi-Factor panel displays. 

6 Enter six-digit code and click Submit. The secure home page displays. 

 

 

http://www.mmis.georgia.gov/
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Step Action Result 

7 Click the Web Portal hyperlink. The secure Home page displays for provider, 
group and payee users. See section 17.1 for 
information related to this feature. 

The Switch User page displays for billing agent 
users. Refer to section 10.2 and 10.3 for 
information related to this feature. 
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 Account Menu Overview 
The account menu provides secure users with the ability to view their secure Web messages. Authorized 
billing agent users are also able to switch between users that have granted permissions to their account. 

The Account submenu includes: 

1. Messages 

2. Actions Needed 

3. Switch User – Switch Provider (billing agent users only) 

4. Switch User - Switch Trading Partner (billing agent users only) 

5. Switch Servicing provider (billing agent users only) 

 

 
The Messages panel gives users the ability to view messages sent to the users account through the secure 
Web Portal. Users are also able to mark messages as read in order to remove them from the message list. 
The messages list contains summary information about the message, for which the user can view in detail 
by clicking the row on the messages panel. 

For details related to the Actions Needed section, please refer to section 10.2. 

For details related to the Provider Recredential/Revalidation Required for Service Location panel, please 
refer to section 17.2. 

Navigational Path: Account - Messages 

Step Action Result 

Start from the secured Account menu. 

1 Select the Messages submenu. The Messages panel displays. 
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Field Descriptions 

Field Help Description 

Category Displays the category of the message being displayed. (Read-Only)  

Deselect All This button unselects all messages by removing a check in the remove 
checkbox that already have the check indicated.  

Effective Date Displays the effective date of the message being displayed. (Read-Only)  

End Date Displays the end date of the message being displayed. (Read-Only)  

Message Displays the body of the message being displayed. (Read-Only)  

Remove Displays if the message is to be removed from the message list.  

Save This button saves the removal of messages from the message list when a 
check mark is indicated on the remove field.  

Select All This button selects all messages by placing a check in the remove checkbox 
that don't already have the check indicated.  

Sent Date Displays the sent date of the message being displayed. (Read-Only)  

Subject Displays the subject line of the message being displayed. (Read-Only)  

Messages Panel 

Step Action Result 

To remove messages. 

1 Insert a check in the remove box for the 
appropriate message(s) or click Select All to 
remove all messages. 

 

2 Click Save. The selected message(s) is removed. 

 

 
The Actions Needed panel gives users the ability to view action items that require immediate attention. Only 
active Action Items are displayed under the Actions Needed section on the secure Web Portal.  

Navigational Path:  Account – Messages  
OR 
Providers – Secure Home 
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Step Action Result 

Start from the secured Account menu. 

1 Select the Messages OR Secure Home 
submenu. 

The Actions Needed and Messages panels 
display. (see section 10.1 for Messages) 

 

Field Descriptions 

Field Help Description 

Description Displays the alert message that was generated. 

Notification Date Displays the date the alert was created. 

 

 
The Switch Provider panel allows billing agents to search for and switch between authorized provider 
account locations. The user has the capability to select from a list of authorized providers in order to 
navigate on the secure Web Portal on that provider's behalf with the security restrictions set by the provider.  

After logging in, the billing agent can switch provider accounts by selecting a row in a list of available 
providers. After confirming the selection, the billing agent will be redirected to the account messages page, 
where they can begin navigating on the secure Web Portal with the selected provider account.  

Navigational Path: Account – Switch User 

Step Action Result 

Start from the secured Account menu. 

1 Select the Switch User submenu. The Switch Provider panel displays. 
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Field Descriptions 

Field Help Description 

Actions Needed Displays an indicator of 'Y' when the provider has an action item. User can 
filter for rows with a ‘Y’ indicator by checking the radial button. 

Address Displays the service location address for the provider.  

City Displays the city of the service location address for the provider.  

clear This button clears the search criteria fields. 

Medicaid Provider ID Displays the Georgia Medicaid identification number of the provider. (Read-
Only) 

Name Displays the name of the provider.  

National Provider ID Displays the national provider identification number of the provider. (Read-
Only) 

Provider ID Displays the provider ID by which to search. Users may search by Georgia 
Medicaid ID, REF ID or NPI (National Provider Identifier). 

Provider Type Displays the type of the provider by which to search. 

search This button is used to initiate the search. 
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Field Help Description 

State Displays the state of the service location address for the provider. (Read-
Only)  

ZIP Displays the ZIP Code of the service location address for the provider.  

ZIP + 4 Displays the ZIP Code extension of the service location address for the 
provider. (Read-Only)  

Switch Provider Panel 

Step Action Result 

1 Select the provider account you wish to 
navigate on the secure Web Portal as. 

 
Note: A user may enter search criteria and 
click search to quickly identify the authorized 
provider account if needed. 

 

2 Click OK on the browser pop-up that 
appears. 

The Account Messages page displays along 
with the secure menu items authorized to the 
billing agent by the provider. 

 

 

The Switch Trading Partner panel allows Agents and Billing Agents to search for and select which trading 
partner they wish to submit data as. 

If a trading partner has delegated any authority to the Agent or Billing agent, the trading partner will appear 
in the list and the Agent or Billing Agent can select that trading partner. 

Navigational Path: Account - Switch User 

Step Action Result 

Start from the secured Account menu. 

1 Select the Switch User submenu. The Switch Trading Partner panel displays. 
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Field Descriptions 

Field Help Description 

Address Displays the address for the trading partner.  

City Displays the city of the address for the trading partner.  

clear This button clears the search criteria fields. 

Name Displays the name of the trading partner.  

search This button is used to initiate the search. 

State Displays the state of the address for the trading partner. (Read-Only)  

Trading Partner ID Displays the identification number of the trading partner.  

ZIP Displays the ZIP Code of the address for the trading partner.  

Switch Trading Partner Panel 

Step Action Result 

1 Select the trading partner account you wish to 
navigate on the secure Web Portal. 
 

Note: A user may enter search criteria and 
click search to quickly identify the authorized 
trading partner account if needed. 

 

2 Click OK on the browser pop-up that 
appears. 

The Account Messages page displays along 
with the secure menu items authorized to the 
billing agent by the trading partner. 

 
The Switch Servicing Provider panel allows billing agents to search for and switch between  
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Group or payee authorized servicing provider account locations. The user has the capability to select from a 
list of servicing providers affiliated to the group or payee provider in order to navigate on the secure Web 
Portal on that provider's behalf with the security restrictions set by the group or payee provider. 

After logging in, the billing agent can switch to a group or payee provider account by selecting a group or 
payee provider type from a list of available providers on the Switch Provider panel. After confirming the 
selection, the billing agent will be redirected to the Switch Servicing Provider panel. 

The Switch Servicing Provider page displays with a list of all the servicing providers actively affiliated with 
the group or payee. Menu items for the group or payee are displayed, if applicable. From this page the user 
can: 

• Continue to act as the group or payee using the Menu items or by clicking the Continue as 
Authorizing Provider button, which will take them to the group or payee’s Messages panel 

• Search and/or select a servicing provider to act on behalf of 

Navigational Path: Account – Switch User/Switch Provider – Switch Servicing Provider 

Step Action Result 

Start from the secured Account menu. 

1 Select the Switch User submenu. The Switch Provider panel displays. 

2 Select a Group or Payee provider from the 
list of providers 

The Switch Servicing Provider panel displays. 
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Field Descriptions 

Field Help Description 

Action Needed Displays an indicator of 'Y' when the provider has an action item. User can 
filter for rows with a ‘Y’ indicator by checking the radial button. 

Address Displays the service location address for the provider.  

As Of Displays a specified As Of date to retrieve servicing providers no longer 
affiliated with the Authorizing Provider. 

City Displays the city of the service location address for the provider.  

clear This button clears the search criteria fields. 

Continue As Authorizing 
Provider 

This button allows the user to continue as the Group or Payee provider. 
Clicking the button redirects the user to the account messages page for the 
Group or Payee. 

Medicaid Provider ID Displays the Georgia Medicaid identification number of the provider. (Read-
Only) 

Name Displays the name of the provider.  

National Provider ID Displays the national provider identification number of the provider. (Read-
Only) 

Provider ID Displays the provider ID by which to search. Users may search by Georgia 
Medicaid ID, REF ID or NPI (National Provider Identifier). 

Provider Type Displays the type of the provider by which to search. 

search This button is used to initiate the search. 

State Displays the state of the service location address for the provider. (Read-
Only)  

ZIP Displays the ZIP Code of the service location address for the provider. 

ZIP + 4 Displays the ZIP Code extension of the service location address for the 
provider. (Read-Only)  

 

Switch Servicing Provider Panel 

The billing agent can switch to a servicing provider by selecting a provider from the list. After confirming the 
selection, the billing agent will be redirected to the account messages page, where they can begin 
navigating on the secure Web Portal as the selected servicing provider. 
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Step Action Result 

1 Select the servicing provider account you 
wish to navigate on the secure Web Portal 
as. 

 
Note: A user may enter search criteria and 
click search to quickly identify the authorized 
provider account if needed. 

 

2 Click OK on the browser pop-up that 
appears. 

The Account Messages page displays along 
with the secure menu items authorized to the 
billing agent by the Group or Payee provider. 
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 Claims Overview 
The Claims menu provides registered providers and authorized billing agents the ability to submit, search, 
void, and adjust their assigned claims.  

The Claims submenu includes: 

1. Search (Void, Adjust) 

2. New Dental Claim 

3. New Institutional Claim 

4. New Professional Claim 

 

 
The Claims Search panel allows providers and billing agents to search for and view Georgia Medicaid 
claims. The search results panel will display a list of claim details found based on the search criteria. This list 
contains summary information about the claim, for which the user can view in detail by clicking the row on 
the search results panel.  

Providers and billing agents will automatically be restricted to viewing claims that have been processed with 
their provider ID as the rendering, group, or payee provider. Billing agents may use the Switch Provider or 
Switch Servicing Provider pages to select and navigate on the Web Portal using a different provider ID 
account in order to view the appropriate claim. 

The minimum search criteria:  

1. ICN  

2. (Claim Type OR Status) AND [a date of service (DOS) OR remittance advice (RA) date] 

Navigational Path: Claims - Search (Void, Adjust) 

Step Action Result 

Start from the secured Claims menu. 

1 Select the Search (Void, Adjust) submenu. The Claim Search panel displays. 
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Field Descriptions 

Field Help Description 

Claim Type Displays the type of claim to search by.  

clear This button clears the search criteria fields.  

From/Thru DOS Displays the from and thru date of service on the claim by which to search. 

ICN/TCN Displays either the internal control number or the cross reference between 
claims from the old system (identified by a TCN (Transaction Control Number)) 
by which to search.  

Member ID Displays the Georgia Medicaid identification number of the member who 
received the service on the claim.  

RA Date Displays the date of the remittance advice where this claim was processed per 
the financial cycle.  

Records Displays the number of search results to display per page.  

Rendering Provider ID Displays the provider who performed the service on the claim. This field is 
automatically populated with the rendering provider ID that is being used to 
navigate on the claims search page by the provider or provider office 
administrator, unless the user is a payee provider who is able to manually 
enter a rendering provider ID.  

search This button is used to initiate the search.  

Status Displays the status of the claim by which to search.  

Claim Search Panel 

Step Action Result 

1 Enter the ICN/TCN for the claim.  

2 Enter the Member ID for the claim.  

3 Enter the Rendering Provider ID. (Can only 
be entered by group or payee users, 
otherwise the field is pre-populated and read-
only.) 

 

4 Select the Claim Type from the drop-down 
list. 

 

5 Enter the From DOS.  
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Step Action Result 

6 Enter the Thru DOS.  

7 Enter the RA Date.  

8 Select the Status from the drop-down list.  

9 Click search. The appropriate search results are displayed 
based on the search criteria entered. 

 

 
The Search Results panel allows providers and billing agents to view search results based on the search 
criteria entered on the claim search panel. The search results list contains summary information about the 
claim, for which the user can view in detail by clicking the row on the search results panel.  

Providers and billing agents will automatically be restricted to viewing claims that have been processed with 
their provider ID as the rendering, group or payee provider. Billing agents may use the Switch Provider or 
Switch Servicing Provider pages to select and navigate on the Web Portal using a different provider ID 
account in order to view the appropriate claim.  

Navigation Path: Claims - Search (Void, Adjust) - enter search criteria – search 

Step Action Result 

Start from the secured Claims menu. 

1 Select the Search (Void, Adjust) submenu. The Claim Search panel displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Search Results panel displays. 

 

Field Descriptions 

Field Help Description 

Amount Billed Displays the total amount billed on the claim. (Read-Only)  
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Field Help Description 

Claim Type Displays the type of claim. (Read-Only)  

From DOS Displays the from date of service on the claim. (Read-Only)  

ICD Displays the internal control number which uniquely identifies a claim. (Read-
Only)  

Member ID Displays the Georgia Medicaid identification number of the member who 
received the service on the claim. (Read-Only)  

Paid Displays the total amount paid by Georgia Medicaid on the claim. Paid amount 
does not guarantee payment, as that is determined when the remittance 
advice is generated. (Read-Only)  

RA Date Displays the date of the remittance advice where this claim was processed per 
the financial cycle. (Read-Only)  

Status Displays the status of the claim. (Read-Only)  

TCN Displays the internal control number which uniquely identifies a claim. (Read-
Only)  

To DOS Displays the to date of service on the claim. (Read-Only)  

 

 
The Dental Claim page allows providers, groups, payees and billing agents to view dental claims that have 
processed with Georgia Medicaid. Rendering providers and billing agents acting as rendering providers may 
use the dental claim page to submit a claim and/or adjust or void a paid claim. This includes the ability to 
copy a paid claim or modify a denied claim that can be sent Georgia Medicaid and processed as a new 
claim. Group, payees, and billing agents acting as the group or payee will be restricted to read-only access.  

Attachments can be included as part of the Web submission process. The ability to upload an electronic 
attachment is provided once the user submits the claim with a transmission type of electronic upload or file 
transfer. If the response indicates the claim will be suspended for attachments, the upload ability will be 
provided for the user to attach their electronic file with the claim.  

Providers and billing agents will automatically be restricted to viewing claims that have been processed with 
their provider ID as the rendering, group or payee provider. Billing agents may use the Switch Provider or 
Switch Servicing Provider pages to select and navigate on the Web Portal using a different provider ID 
account to view the appropriate claim.  

Navigational Path: Claims – New Dental Claim 

Step Action Result 

Start from the secured Claims menu. 
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Step Action Result 

1 Select the New Dental Claim submenu. The Dental page displays. 
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Field Descriptions 

Field Help Description 

Accident Date Displays the date the accident occurred.  

Accident State Displays the state where the accident occurred.  

add This button is used to add data to a panel.  

adjust This button submits adjustments for a paid claim.  

Adjustment Amount Displays the adjustment amount.  

Adjustment Quantity Displays the adjustment quantity.  

Adjustment Reason 
Code 

Displays the adjustment reason code.  
For a complete listing of HIPAA Adjustment Reason codes, navigate to 
www.wpc-edi.com.  

Allowed Amount Displays the amount Georgia Medicaid approved to pay for services provided 
to a member. (Read-Only)  

Authorization Number Displays the prior authorization number issued by the third party.  

Billing Provider ID Header: Displays the Georgia Medicaid identification number of the billing 
provider, which is automatically captured when the billing provider Web 
account is used to create the claim or in a drop-down list when the rendering 
providers’ account is used to create the claim. 

Bundled Service Line Displays the detail to be bundled together.  

cancel This button cancels the current operation and discards any changes.  

Charges Displays the usual and customary charge for the service provided.  

Claim Adjustment Group 
Code 

Displays the claim adjustment group code.  

Claim Filing Displays the type of claim filing for the other insurance.  

Claim ICN Displays the internal control number which uniquely identifies a claim. (Read-
Only)  

Claim Status Displays the status of the claim. (Read-Only)  

Code Displays the explanation of benefits code. (Read-Only)  

http://www.wpc-edi.com/
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Field Help Description 

Control Number Displays the number assigned by the user to the attachment or paperwork for 
identification purposes.  

copy This button creates a new detail from the selected detail.  

copy claim This button creates a new claim from the current claim.  

Date Adjusted Displays the date the claim was adjusted. (Read-Only)  

Date of Birth Displays the date of birth of the member.  

Date of Service Displays the date the service occurred.  

delete This button is used to delete data from a panel.  

Denied Date Displays the date the claim was denied. A zero date indicates that the claim 
has been adjudicated but has not been processed against a remittance 
advice. (Read-Only)  

Description Displays the explanation of benefits description. (Read-Only)  

Detail Item Displays the Detail number. (Read-Only)  

Detail Number Displays the line item detail number of the claim. (Read-Only)  

Diagnosis Displays the diagnosis code that identifies the medical classification of a 
disease or condition  

Diagnosis Pointer Indicates which diagnosis (or diagnoses) for which services were provided. If a 
diagnosis code was entered, select the matching sequence number as seen 
on the Diagnosis panel to indicate which diagnosis the procedure is a result 
of.  

DMA520 Inquiry This button is used to create or view a DMA520 Inquiry for the ICN. This 
button is enabled once the ICN has an RA Date. 

EPSDT Displays if the service is related to Early and Periodic Screening, Diagnostic 
and Treatment (EPSDT) services.  

First Name, MI Displays the first name and middle initial of the member. Middle Initial is an 
optional field.  

First Name, MI [TPL] Displays the first name and middle initial of the subscriber.  

Gender Displays the gender of the member.  
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Field Help Description 

Group Name Displays the group name for the other insurance by which the member is 
assigned.  

Group or Policy Number Displays the group or policy number that uniquely identifies the member's 
assignment to the other insurance.  

ICN Displays the internal control number which uniquely identifies a claim. Clicking 
the ICN from the adjustment information panel will allow authorized providers 
to view the claim in detail. (Read-Only)  

ICN/TCN Displays either the internal control number or the cross reference between 
claims from the old system to the new system, identified by a TCN. (Read-
Only)  

Insurance Company 
Name 

Displays the name of the other insurance plan or the name of the company 
issuing the insurance, including Medicare, by which the member is assigned.  

Insurance Type Code Displays the code identifying the type of insurance policy for the other 
insurance.  

Item Displays the detail line number. (Read-Only)  

Last Name Displays the last name of the member.  

Last Name [TPL] Displays the last name of the subscriber for the insurance plan.  

Member ID Displays the Georgia Medicaid identification number of the member who 
received the service on the claim.  

Modifier 1 Displays the primary code used in combination with a procedure code to 
further define the service provided.  

Modifier 2 Displays the secondary code used in combination with a procedure code to 
further define the service provided.  

Modifier 3 Displays the tertiary code used in combination with a procedure code to further 
define the service provided.  

Modifier 4 Displays the fourth code used in combination with a procedure code to further 
define the service provided.  

Note Displays the medical review notes which determined how the claim was 
adjudicated.  This panel only displays when the claim has gone through 
medical review. 

Other Insured Identifier Displays the subscriber’s identification number as assigned by the payer.  
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Field Help Description 

PA/Precert Number Displays the prior authorization/precertification number that authorized the 
rendered service(s). Information entered at the header will indicate the number 
should be applied against all details where the service requires prior 
authorization/precertification.  

Paid Amount Detail: Displays the amount paid for the service. Paid amount does guarantee 
payment, as that is determined when the remittance advice is generated. 
(Read-Only) 
Other Payer: Displays the amount paid for the service. 

Paid Date Displays the Other Payer Paid Date.  

Patient Account # Displays the identification number for a member assigned by a provider and 
used in their system.  

Patient Responsibility Displays the amount the provider feels the patient is responsible for paying.  

Payer ID Displays the carrier code that identifies the insurance plan for the detail. 

Payer Identifier Displays the carrier code that identifies the insurance plan for the member.  

Payer Resp Displays the payer's level of responsibility for adjudicating the claim.  

POS Displays the place where the service was rendered.  

Primary Care Provider 
ID 

Displays the NPI or Georgia Medicaid identification number of the primary care 
provider, also known as the second referring provider.  

Primary Care Provider 
Name (Last, First, MI) 

Displays the last, first name and middle initial of the referring provider.  

Procedure Displays the code used to uniquely identify a procedure.  

Procedure Description Displays the short description of the procedure code, which is automatically 
populated based on the description on file for the procedure code entered. 
(Read-Only)  

Quadrant Displays the quadrant of the mouth where the dental procedure was 
performed.  

RA Date Displays the date of the remittance advice where this claim was processed per 
the financial cycle. A zero date indicates that the claim has been adjudicated 
but has not been processed against a remittance advice. (Read-Only)  

RA Paid Amount Displays the amount paid for the service(s). Paid amount does guarantee 
payment, as that is determined when the remittance advice is generated.  



 Provider Web Portal Navigational Manual 

Page 62 
Gainwell Technologies Proprietary. For training purposes, this document may contain PHI 

© Copyright 2026 Gainwell Technologies 
The information contained herein is subject to change without notice. 

Field Help Description 

RA Paid Date Displays the date of the remittance advice where this claim was processed per 
the financial cycle. A zero date indicates that the claim has been adjudicated 
but has not been processed against a remittance advice. Field appears in 
place of the Denied Date when the header claim status has been paid. (Read-
Only)  

Referral Number Displays the referral number issued as a result of a referral from the primary 
provider.  

Referring Provider ID Displays the NPI or Georgia Medicaid identification number of the referring 
provider.  

Referring Provider name 
(Last, First, MI) 

Displays the last, first name and middle initial of the referring provider.  

Related Causes Code 1 Displays if the accident occurred at work, in an automobile or an environment 
other than work or an automobile.  

Related Causes Code 2 Displays if the accident occurred at work, in an automobile or an environment 
other than work or an automobile.  

Relationship Displays the relationship of the member to the subscriber of the insurance.  

Release of Information Displays the release of information permission.  

Rendering Provider ID Header: Displays the Georgia Medicaid identification number of the rendering 
provider, which is automatically captured based on the provider Web account 
used to create the claim. (Read-Only) Detail: Displays the NPI of the provider 
that rendered the service.  

Rendering Taxonomy Displays the rendering taxonomy of the rendering provider.  

Report Type Displays the type of document, report, or supporting item.  

re-submit This button submits modifications made to a denied claim for adjudication.  

Status Displays the status of the claim detail line. (Read-Only)  

submit This button submits a claim for adjudication.  

Surface 1 Displays the surface of a tooth on which a dental service was performed.  

Surface 2 Displays the surface of a tooth on which a dental service was performed.  

Surface 3 Displays the surface of a tooth on which a dental service was performed.  
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Field Help Description 

Surface 4 Displays the surface of a tooth on which a dental service was performed.  

Surface 5 Displays the surface of a tooth on which a dental service was performed.  

Tooth Number Displays the number that identifies the tooth on which a dental service was 
performed. An alpha value indicates temporary teeth and a numeric value 
indicates permanent teeth.  

top of page This button jumps the user to the top of the page.  

Total Charges Displays the total amount charged for the claim, which is automatically 
calculated from the detail charges. (Read-Only)  

Total Paid Amount Displays the total amount paid for the claim. The paid amount does guarantee 
payment, as that is determined when the remittance advice is generated. 
(Read-Only)  

Total TPL Amount Displays the total amount paid by a third party liability plan(s) for the service(s) 
provided, which is automatically calculated from the TPL amounts on the TPL 
panel. (Read-Only)  

Transmission Displays the transmission method by which the attachments are to be sent. 
The upload capability will be made available when the transmission type is 
electronic.  

Units Displays the number of units billed for the service.  

void This button submits a void request for a paid claim. 

11.3.1 Creating a New Dental Claim 
Note: Fields marked with an asterisk are required. Otherwise, the field is optional. 

Step Action Result 

I. Dental Claim 

1  Select Billing Provider ID* from the drop-
down list. 

Note: If the claim was accessed through the 
Billing Provider account, the field will be pre-
populated and non-editable. 

2  Select Rendering Taxonomy* from the drop-
down list. 

Note: If only one taxonomy is available, the 
field will be pre-populated and non-editable. 

3  Enter the Member ID*.  
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Step Action Result 

4  Enter the Member’s Last Name*.  

5  Enter the Member’s First Name*. 
Note: MI (middle initial) is an optional field. 

 

6  Enter the Date of Birth*.  

7  Select a Gender from the drop-down list*.  

8  Enter the Patient Account #.  

9  Enter the PA/Pre-cert Number.  

10  Enter the Referral Number.  

11  Enter the Referring Provider ID.  

12  Enter the Referring Provider Name (Last, 
First, MI) 

 

13  Select Release of Information from the 
drop-down list*. 

 

14  Select Related Causes Code 1 accident 
related cause indicator from the drop-down 
list. 

 

15  Select Related Causes Code 2 accident 
related cause indicator from the drop-down 
list. 

 

16  Select an Accident State from the drop-
down list. 

 

17  Enter the Accident Date.  

18  Select EPSDT from the drop-down list.  

19  Enter the POS or click [search] to select from 
list*. 

Clicking [Search] activates the Place of Service 
Search panel. 

20  Enter the Patient Responsibility.  

21  Enter the Primary Care Provider ID.  
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Step Action Result 

22  Enter the Primary Care Provider Name 
(Last, First, MI) 

 

 

II. Diagnosis Section 

Must click “add” to activate the panel before anything can be entered or selected. 

1 Select the Sequence* from the drop-down 
list. 

 

2 Enter the Diagnosis* or click [Search] to 
select from list. 

Clicking [Search] activates the Diagnosis 
Search panel. 

III. Other Payer Claims Data 
Optional unless third party liability (TPL) information needs to be indicated against the claim. Must 
click add to activate the panel before anything can be entered or selected 

1 Select Claim Filing from the drop-down list*.  

2 Select Relationship to Insured from the 
drop-down list*. 

 

3 Enter the Other Insured Identifier*.  

4 Enter the policy holder Last Name*.  

5 Enter the policy holder First Name*. 
 

Note: MI (middle initial) is an optional field. 

 

6 Select Payer Resp* from the drop-down list.  

7 Enter the Authorization Number.  

8 Enter the Payer Identifier*.  

9 Enter the Insurance Company Name*.  

10 Enter the Group Name.  

11 Enter the Group or Policy Number.  
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12 Select Insurance Type Code from the drop-
down list. 

 

13 Enter the Paid Date.  

14 Enter the Paid Amount.  

IV. Other Payer Adjustment Information Section 
Optional unless third party liability (TPL) coinsurance, deductibles, and so forth, need to be indicated 
against the claim. Must click add to activate the panel before anything can be entered or selected 

1 Select a Claim Adjustment Group Code 
from the drop-down list*. 

 

2 Enter the Adjustment Reason Code or click 
[Search] to select from list*. 

Clicking [Search] activates the Adjustment 
Reason Code search panel. 

3 Enter the Adjustment Amount.  

4 Enter the Adjustment Quantity.  

V. Detail Panel 

Must click add to activate the panel before anything can be entered or selected 

1 Enter the Date of Service*.  

2 Enter the POS.  

3 Select a Diagnosis Code Pointer(s)* from 
the drop-down list, based on the diagnosis 
sequence association that was entered on 
the Diagnosis panel. 

 

4 Enter the Procedure or click [Search] to 
select from list*. 

Clicking [Search] activates the Procedure 
Search panel. 

5 Enter the Tooth Number or click [Search] to 
select from list. 

Clicking [Search] activates the Tooth Number 
Search panel. 

6 Enter a Quadrant or click [Search] to select 
from list. 

Clicking [Search] activates the Quadrant 
Search panel. 

7 Select Surface 1 from the drop-down list.  

8 Select Surface 2 from the drop-down list.  
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9 Select Surface 3 from the drop-down list.  

10 Select Surface 4 from the drop-down list.  

11 Select Surface 5 from the drop-down list.  

12 Enter the PA/Pre-cert Number.  

13 Enter the Units*.  

14 Enter the Charges*.  

15 Enter the Modifier 1.  

16 Enter the Modifier 2.  

17 Enter the Modifier 3.  

18 Enter the Modifier 4.  

19 Enter the Rendering Provider ID.  

20 Click add in Detail section to add another 
service line and repeat the steps in Section 
IV. 

Activates fields for entry of data or selection 
from lists. 

VI. Detail Other Payer Information Section 

Optional unless third party liability (TPL) information needs to be indicated against the claim detail. Must 
click add to activate the panel before anything can be entered or selected 

1 Select the Payer ID from the drop-down list*. 

(This relates to the Payer Identifier entered 
on the Other Payer Claims Data panel.) 

 

2 Enter the Paid Amount*.  

3 Enter the Paid Date*.  

4 Select the Bundled Service Line.  

VII. Detail Other Payer Adjustment Information Section 

Optional unless third party liability (TPL) coinsurance, deductibles, and so forth, need to be indicated 
against the claim detail. Must click add to activate the panel before anything can be entered or selected 
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1 Select the Claim Adjustment Group Code 
from the drop-down list*. 

 

2 Enter an Adjustment Amount.  

3 Enter an Adjustment Reason Code or click 
[Search] to select from list*. 

Clicking [Search] activates the Adjustment 
Reason Code search panel. 

4 Enter an Adjustment Quantity.  

5 Click add in Detail section to add another 
service line and repeat the steps in Section IV 
and the steps in Sections V and VI (if TPL 
related). 

Activates fields for entry of data or selection 
from lists. 

VIII. Hard Copy Attachments 
Optional unless attachment information needs to be included against the claim. Must click add to activate 
the panel before anything can be entered or selected 

1 Enter the Control number*.  

2 Select Transmission from the drop-down list*. 
Note: Submitting a claim with a transmission 
type of Electronic Upload or File Transfer 
allows the claim to suspend for needing an 
attachment if all other edits are bypassed. 
Once suspended for needing an attachment, 
the upload button is available on the Hard-
Copy Attachments panel to begin attaching 
the appropriate .jpg, .jpeg, .pdf or .tiff file 
against the assigned ICN. 

 

3 Select the Report Type from the drop-down 
list*. 

 

4 Click submit. The dental claim is submitted and an ICN is 
assigned. 

11.3.2 Adjusting a Dental Claim 
Step Action Result 

Start from the secured Claims menu. 

1 Select the Search (Void, Adjust) submenu. The Claim Search panel displays. 

2 Enter the appropriate search criteria.  
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Step Action Result 

3 Click search. The Search Results panel displays. 

4 Select the dental ICN to be adjusted. The dental claim is displayed in detail. 

5 Click in the field(s) to update and perform 
update. 

 

6 Click adjust.  A confirmation pop-up window appears. 

7 Click OK to confirm the request. The adjustment is submitted and the new 
daughter claim ICN and information is 
displayed. 

Note: If the adjustment is rejected, a new ICN 
beginning with “20” will appear with the 
appropriate denial reasons displayed on the 
EOB Information panel. 

11.3.3 Voiding a Dental Claim 
Step Action Result 

Start from the secured Claims menu. 

1 Select the Search (Void, Adjust) submenu. The Claim Search panel displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Search Results panel displays. 

4 Select the dental ICN to be adjusted. The dental claim is displayed in detail. 

5 Click void. A confirmation pop-up window appears. 

6 Click OK to confirm the request. The void is submitted and the new daughter 
claim ICN and information is displayed. 

Note: If the void request is rejected, a new ICN 
beginning with “20” will appear with the 
appropriate denial reasons displayed on the 
EOB Information panel. 

 

 
The Institutional Claim page allows providers, payees and billing agents to view institutional claims that have 
processed with Georgia Medicaid. Rendering providers and billing agents acting as rendering providers may 
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use the institutional claim page to submit a claim and/or adjust or void a paid claim. This includes the ability 
to copy a paid claim or modify a denied claim that can be sent to Georgia Medicaid and reprocessed as a 
new claim. Payees and billing agents acting as payees will be restricted to read-only access.  

Attachments can be included as part of the Web submission process. The ability to upload an electronic 
attachment is provided once the user submits the claim with a transmission type of electronic upload or file 
transfer. If the response indicates the claim will be suspended for attachments, the upload ability will be 
provided for the user to attach their electronic file with the claim.  

Providers and billing agents will automatically be restricted to viewing claims that have been processed with 
their provider ID as the rendering or payee provider. Billing agents may use the Switch Provider page to 
select and navigate on the Web Portal using a different provider ID account to view the appropriate claim. 

Navigational Path: Claims – New Institutional Claim 

Step Action Result 

Start from the secured Claims menu. 

1 Select the New Institutional Claim submenu. The Institutional Claim page displays. 
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Field Descriptions 

Field Help Description 

add This button is used to add data to a panel.  

adjust This button submits adjustments for a paid claim.  

Adjustment Amount Displays the adjustment amount.  

Adjustment Quantity Displays the adjustment quantity.  

Adjustment Reason 
Code 

Displays the adjustment reason code. The following values are used in relation 
to Medicare crossovers: 1 = Deductible Amount, 2 = Coinsurance Amount, 3 = 
HMO Subcopay Amount, 66 = Blood Deductible, 122 = Psychiatric Amount.  
For a complete listing of HIPAA Adjustment Reason codes, navigate to 
www.wpc-edi.com.  

Admission Date Displays the date on which the member was admitted to the hospital for which 
services are being billed.  

Admission Hour Displays the hour during which the member was admitted for care, in military 
time.  

Admission Type Displays the code which indicates the priority of the admission for inpatient or 
outpatient care.  

Admit Source Displays the code that indicates why the member was admitted for care.  

Allowed Amount Displays the amount Georgia Medicaid approved to pay for services provided 
to a member. (Read-Only)  

Amount Displays the dollar or unit amount for the corresponding value code. Will also 
be used to capture lifetime reserve days.  

Attending Physician Displays the Georgia Medicaid identification number of the physician who 
would be expected to certify and recertify the medical necessity of the services 

http://www.wpc-edi.com/
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Field Help Description 
rendered and/or who has primary responsibility for the member's medical care 
and treatment.  

Authorization Number Displays the prior authorization number issued by the third party.  

Billing Provider ID Header: Displays the Georgia Medicaid identification number of the billing 
provider, which is automatically captured when the billing provider Web 
account is used to create the claim or in a drop-down list when the rendering 
providers’ account is used to create the claim. 

Billing Taxonomy Displays the Billing Taxonomy code for the provider. Field is pre-populated 
and non-editable when only one taxonomy is on file. A drop-down list displays 
if multiple taxonomies are available. 

Bundled Service Line Displays the detail to be bundled together. 

cancel This button cancels the current operation and discards any changes.  

Charges Displays the usual and customary charge for the service provided.  

Claim Adjustment Group 
Code 

Displays the claim adjustment group code. For Medicare Coinsurance and 
Deductible information, ensure the value selected reflects "Patient 
Responsibility".  

Claim Filing Displays the type claim filing for the other insurance.  

Claim ICN Displays the internal control number which uniquely identifies a claim. (Read-
Only)  

Claim Status Displays the status of the claim. (Read-Only)  

Code Displays the explanation of benefits code. (Read-Only)  

Condition Displays the code used to identify a condition relating to the institutional claim 
that may affect payer processing.  

Control Number Displays the number assigned by the user to the attachment or paperwork for 
identification purposes.  

CoPay Amount Header: Displays the copay amount for service(s) provided. This is calculated 
by adding up the detail copay amounts. (Read-Only).  
Detail: Displays the copay amount for service(s) provided. (Read-Only).  

copy This button creates a new detail from the selected detail.  

copy claim This button creates a new claim from the current claim.  
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Field Help Description 

Date Adjusted Displays the date the claim was adjusted. (Read-Only)  

Date of Birth Displays the date of birth of the member.  

delete This button is used to delete data from a panel.  

Denied Date Displays the date the claim was denied. A zero date indicates that the claim 
has been adjudicated but has not been processed against a remittance 
advice. (Read-Only)  

Description Displays the explanation of benefits description. (Read-Only)  

Detail Item Displays the Detail number. (Read-Only) 

Detail Number Displays the line item detail number of the claim. (Read-Only)  

Diagnosis Displays the diagnosis code that identifies the medical classification of a 
disease or condition.  

Discharge Hour Displays the hour during which the member was discharged for care.  

DMA520 Inquiry This button is used to create or view a DMA520 Inquiry for the ICN. This 
button is enabled once the ICN has an RA Date. 

Drug Name Displays the name for the NDC (National Drug Code). (Read-Only)  

Drug Unit Count Displays the number of drug units billed for the service.  

Drug Unit of Measure Displays the code that indicates the type of measurement for the drug units 
indicated.  

First Name, MI Displays the first name and middle initial of the member. Middle Initial is an 
optional field.  

First Name, MI [TPL] Displays the first name and middle initial of the subscriber for the insurance 
plan.  

From Date Header: Displays the date on which the statement period on the claim began.  
Occurrence: Displays the date when the occurrence code began.  

From DOS Displays the beginning date on which service was provided.  

Gender Displays the gender of the member.  



 Provider Web Portal Navigational Manual 

Page 76 
Gainwell Technologies Proprietary. For training purposes, this document may contain PHI 

© Copyright 2026 Gainwell Technologies 
The information contained herein is subject to change without notice. 

Field Help Description 

Group Name Displays the group name for the other insurance by which the member is 
assigned.  

Group or Policy Number Displays the group or policy number that uniquely identifies the member's 
assignment to the other insurance.  

ICD Procedure Displays the code that identifies a specific, surgical, or diagnostic procedure, 
which is performed for the express purpose of identification or treatment of the 
member's condition.  

ICD Date Display the date on which the surgical procedure code was performed.  

ICD Description Displays the short description of the ICD code, which is automatically 
populated based on the description on file for the ICD code entered. (Read-
Only)  

ICD Version Displays the version of the ICD value.  

ICN Displays the internal control number which uniquely identifies a claim. Clicking 
the ICN from the adjustment information panel will allow authorized providers 
to view the claim in detail. (Read-Only)  

ICN/TCN Displays either the internal control number or the cross reference between 
claims from the old system to the new system, identified by a TCN. (Read-
Only)  

Insurance Company 
Name 

Displays the name of the other insurance plan or the name of the company 
issuing the insurance, including Medicare, by which the member is assigned.  

Item Displays the detail line number. (Read-Only)  

Last Name Displays the recipient's last name.  

Last Name [TPL] Displays the last name of the Third Party Liability's insured.  

Medical Record Number Displays the medical record number assigned to the member by the provider 
for the service(s) provided.  

Member ID Displays the Georgia Medicaid identification number of the member who 
received the service on the claim.  

Modifier 1 Displays the primary code used in combination with a procedure code to 
further define the service provided.  

Modifier 2 Displays the secondary code used in combination with a procedure code to 
further define the service provided.  
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Field Help Description 

Modifier 3 Displays the tertiary code used in combination with a procedure code to further 
define the service provided.  

Modifier 4 Displays the fourth code used in combination with a procedure code to further 
define the service provided.  

Modifiers [List] Displays the code(s) used in combination with a procedure code to further 
define the service provided.  

NDC Displays the national drug code used to identify a specific drug.  

Non Covered Charges Displays the amount not covered by insurance.  

Note Displays the medical review notes which determined how the claim was 
adjudicated.  This panel only displays when the claim has gone through 
medical review. 

Occurrence Code Displays the code identifying a significant event relating to this bill that may 
affect payer processing.  

Operating Physician Displays the Georgia Medicaid identification number of the operating physician 
who performed the service(s).  

Other Insured Identifier Displays the subscriber’s identification number as assigned by the payer.  

Other Operating 
Physician 

Displays the Georgia Medicaid identification number of the person who 
rendered the service for the principal procedure if that provider was not 
indicated as the operating physician on the claim.  

PA/Precert Number Displays the prior authorization/precertification number that authorized the 
rendered service(s).  

Paid Amount Displays the dollar paid by Medicare or the other insurance for the service 
provided.  

Paid Date Displays the date that Medicare or the other insurance paid for the service.  

Patient Account Number Displays the identification number for a member assigned by a provider and 
used in their system.  

Patient Responsibility Displays the amount the provider feels the patient is responsible for paying.  

Patient Status Displays the code that indicates the status of the patient as of the ending 
service date for the period covered by the institutional claim.  
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Field Help Description 

Payer ID Displays the carrier code that identifies the insurance plan for the detail.  

Payer Identifier Displays the other payer’s Payer ID Number. For Medicare crossovers, enter 
payer ID#. For other health insurance, enter the Carrier ID# as listed in the 
TPL carrier listing on the Provider Information > Reports page.  

Payer Resp Displays the payer's level of responsibility for adjudicating the claim.  

POA Displays the present on admission code.  

Procedure Displays the code used to uniquely identify a procedure.  

Procedure Description Displays the short description of the procedure code, which is automatically 
populated based on the description on file for the procedure code entered. 
(Read-Only)  

RA Date Displays the date of the remittance advice where this claim was processed per 
the financial cycle. A zero date indicates that the claim has been adjudicated 
but has not been processed against a remittance advice. (Read-Only)  

RA Paid Amount Displays the amount paid for the service(s). Paid amount does guarantee 
payment, as that is determined when the remittance advice is generated. 
(Read-Only)  

RA Paid Date Displays the date of the remittance advice where this claim was processed per 
the financial cycle. A zero date indicates that the claim has been adjudicated 
but has not been processed against a remittance advice. Field appears in 
place of the Denied Date when the header claim status has been paid. (Read-
Only)  

Referral Number Displays the referral number issued as a result of a referral from the primary 
provider.  

Referring Provider ID Displays the NPI or Georgia Medicaid identification number of the referring 
provider.  

Referring Provider Name 
(Last, First, MI) 

Displays the last, first name and middle initial of the referring provider.  

Relationship Displays the relationship of the member to the subscriber of the insurance.  

Release of Information Displays the release of information permission.  

Rendering Provider ID Displays the Georgia Medicaid identification number of the rendering provider, 
which is automatically captured based on the provider Web account used to 
create the claim. (Read-Only)  
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Field Help Description 

Rendering Taxonomy Displays the Rendering Taxonomy code for the provider.  

Report Type Displays the type of document, report, or supporting item.  

re-submit This button submits modifications made to a denied claim for adjudication.  

Revenue Code Displays the code that identifies a specific accommodation, ancillary service, 
or billing calculation.  

Revenue Code 
Description 

Displays the description of the revenue code, which is automatically populated 
based on the description on file for the revenue code entered. (Read-Only)  

Service Facility ID Displays the NPI or Georgia Medicaid identification number of the organization 
who rendered the care for outpatient and home health claims. 

Sequence Displays the sequence number that indicates the position that the information 
is to appear on the claim. Also used to indicate the position that the diagnosis 
is to appear on the claim such as admitting, patient reason, principal, 
secondary, tertiary, and so on.  

Status Displays the status of the claim detail line. (Read-Only)  

submit This button submits a claim for adjudication.  

To Date Header: Displays the date on which the statement period on the claim ended.  
Occurrence: Displays the date when the occurrence code ended.  

To DOS Displays the ending date on which service was provided.  

top of page This button jumps the user to the top of the page.  

Total Charges Displays the total amount charged for the claim, which is automatically 
calculated from the detail charges. (Read-Only)  

Total Paid Amount Displays the total amount paid for the claim. The paid amount does guarantee 
payment, as that is determined when the remittance advice is generated. 
(Read-Only)  

Total TPL Amount Displays the total amount paid by a third party liability plan(s) for the service(s) 
provided, which is automatically calculated from the TPL amounts on the TPL 
panel. (Read-Only)  

Transmission Displays the transmission method by which the attachments are to be sent. 
The upload capability will be made available when the transmission type is 
electronic.  



 Provider Web Portal Navigational Manual 

Page 80 
Gainwell Technologies Proprietary. For training purposes, this document may contain PHI 

© Copyright 2026 Gainwell Technologies 
The information contained herein is subject to change without notice. 

Field Help Description 

Type Of Bill Displays the type of facility rendering treatment to a member.  

Type of Bill Frequency Displays the type of bill that the claim represents.  

Units Displays the number of units billed for the service.  

Units of Measurement Displays the code that indicates the type of measurement for the units 
indicated, such as days, drug dosage, amount, or unit. [Detail]  

Value Displays the code used to relate values to identified data elements necessary 
to process an institutional claim. 08 - Lifetime Reserve Amount First Calendar 
Year, 09 - Coinsurance Amount First Calendar Year, 10 - Lifetime Reserve 
Amount Second Calendar Year, 11 - Coinsurance Amount Second Calendar 
Year, 80 - Covered Days, 81 - Non-Covered Days.  

void This button submits a void request for a paid claim.  

11.4.1 Creating a New Institutional Claim 
Note: Fields marked with an asterisk are required. Otherwise, the field is optional. 

Step Action Result 

I. Institutional Claim 

1 Select Billing Provider ID* from the drop-
down list. 

Note: If the claim was accessed through the 
Billing Provider account, the field will be pre-
populated and non-editable. 

2 Select Billing Taxonomy* from the drop-
down list. 

Note: Field is pre-populated and non-editable 
when only one taxonomy is on file. 

3 Select Rendering Taxonomy* from the 
drop-down list. 

Note: Field is pre-populated and non-editable 
when only one taxonomy is on file.  

4 Enter the Member ID*.  

5 Enter the Member’s Last Name*.  

6 Enter the Member’s First Name*. 

Note: MI (middle initial) is an optional field. 

 

7 Enter the Date of Birth*.  

8 Select a Gender from the drop-down list*.  
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Step Action Result 

9 Enter the Patient Account #.  

10 Enter the Medical Record #.  

11 Enter the Attending Physician.  

12 Enter the Operating Physician.   

13 Enter the Other Operating Physician.  

14 Enter the Service Facility ID.  

15 Select a Type Of Bill from the drop-down 
list*. 

 

16 Select a Type Of Bill frequency from the 
drop-down list. 

 

17 Select the ICD Version*.  

18 Select the Release of Information* from 
the drop-down list. 

 

19 Enter the From Date*.  

20 Enter the To Date*.  

21 Enter the Admission Date.  

22 Enter the Admission Hour.  

23 Select an Admission Type from the drop-
down list. 

 

24 Enter the Admit Source or click [Search] to 
select from the list. 

Clicking [Search] activates the Admit Source 
Search panel. 

25 Enter the Discharge Hour.  

26 Enter the Patient Status or click [Search] 
to select from the list. 

Clicking [Search] activates the Patient Status 
Search panel. 

27 Enter the PA/Pre-cert Number.  
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Step Action Result 

28 Enter the Referral Number.  

29 Enter the Referring Provider ID.  

30 Enter the Referring Provider Name (Last, 
First, MI) 

 

31 Enter the Patient Responsibility.  

II. Condition Section 

Optional unless condition information needs to be included against the claim. Must click add to activate 
the panel before anything can be entered or selected 

1 Enter the Sequence*.   

2 Enter the Condition or click [Search] to 
select from list*. 

Clicking [Search] activates the Condition 
Search panel. 

III. Diagnosis Section 

Must click add to activate the panel before anything can be entered or selected. 

1 Select a Seq Code from the drop-down list*.  

2 Select a POA from the drop-down list.  

3 Enter the Diagnosis* or click [Search] to 
select from list.  

Clicking [Search] activates the Diagnosis 
Search panel. 

IV. ICD Procedure Section 
Optional unless ICD procedure information needs to be included against the claim. Must click add to 
activate the panel before anything can be entered or selected 

1 Enter the Sequence*.  

2 Enter the ICD Procedure or click [Search] 
to select from list*. 

Clicking [Search] activates the ICD Procedure 
Search panel. 

3 Enter the ICD Date*.  

V. Occurrence/Span Section 
Optional unless occurrence information needs to be included against the claim. Must click add to activate 
the panel before anything can be entered or selected 
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Step Action Result 

1 Enter the Sequence*.  

2 Enter the Occurrence Code or click 
[Search] to select from list*. 

Clicking [Search] activates the Occurrence 
Code Search panel. 

3 Enter the From Date*.  

4 Enter the To Date.  

VI. Value Section 
Optional unless value information, such as covered and non-covered days, needs to be included against 
the claim. Must click add to activate the panel before anything can be entered or selected 

1 Enter the Sequence*.  

2 Enter the Value* or click [Search] to select 
from list. 

Clicking [Search] activates the Value Search 
panel. 

3 Enter the Amount.  

VII. Other Payer Claims Data Section 
Optional unless third party liability (TPL) and/or Medicare information need to be indicated against the 
claim. Must click add to activate the panel before anything can be entered or selected 

1 Select the Claim Filing* from the drop-
down list. 

 

2 Select a Relationship to Insured* from the 
drop-down list. 

 

3 Enter the Other Insured Identifier*.  

4 Enter the policy holder Last Name*.  

5 Enter the policy holder First Name*. 

Note: MI (middle initial) is an optional field. 

 

6 Select a Payer Resp* from the drop-down 
list. 

 

7 Enter the Authorization Number.  

8 Enter the Payer Identifier*.  
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Step Action Result 

9 Enter the Insurance Company Name.  

10 Enter the Group Name.   

11 Enter the Group or Policy Number.  

12 Enter the Paid Date.  

13 Enter the Paid Amount.   

VIII. Other Payer Adjustment Information Section 

Optional unless third party liability (TPL) and/or Medicare coinsurance, deductibles, and so forth, need to 
be indicated against the claim. When the Payer ID selected is Medicare Part A for an inpatient type of bill, 
select the row(s) that appear to enter the appropriate Medicare Coinsurance or Deductible amounts if 
applicable. Otherwise, click add to activate the panel before anything can be entered or selected. 

1 Select a Claim Adjustment Group* code 
from the drop down list. 

 

2 Enter the Adjustment Reason Code* or 
click [Search] to select from list. 

Clicking [Search] activates the Adjustment 
Reason Code search panel. 

3 Enter the Adjustment Amount.  

4 Enter the Adjustment Quantity.   

IX. Detail Section 

1 Enter the From DOS.  

2 Enter the To DOS.  

3 Enter the Revenue Code* or click [Search] 
to select from list. 

Clicking [Search] activates the Revenue Code 
Search panel. 

4 Enter the Procedure or click [Search] to 
select from list.  

Clicking [Search] activates the Procedure 
Search panel. 

5 Enter Modifier 1 or click [Search] to select 
from list. 

Clicking [Search] activates the Modifiers 
Search panel. 

6 Enter Modifier 2 or click [Search] to select 
from list. 

Clicking [Search] activates the Modifiers 
Search panel. 
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Step Action Result 

7 Enter Modifier 3 or click [Search] to select 
from list. 

Clicking [Search] activates the Modifiers 
Search panel. 

8 Enter Modifier 4 or click [Search] to select 
from list. 

Clicking [Search] activates the Modifiers 
Search panel. 

9 Enter the Units*.  

10 Select the Units Of Measurement* from 
the drop-down list. 

 

11 Enter the Non Covered Charges.  

12 Enter the Charges*.  

13 Enter the Referring Provider ID.  

14 Enter the Referring Provider Name (Last, 
First, MI). 

 

15 Enter the NDC or click [Search] to select 
from list. 

Clicking [Search] activates the NDC Search 
panel. 

16 Enter the Drug Unit Count.  

17 Select the Drug Unit of Measure* from the 
drop-down list. 

 

X. Detail Other Payer Information Section 

Optional unless third party liability (TPL) and/or Medicare information need to be indicated against the 
claim detail. Must click add to activate the panel before anything can be entered or selected 

1 Select the Payer ID* from the drop-down 
list. 

(This relates to the Payer Identifier entered 
on the Other Payer Claims Data panel.) 

 

2 Enter the Paid Amount*.  

3 Enter the Paid Date*.  

4 Select the Bundled Service Line.  
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Step Action Result 

XI. Detail Other Payer Adjustment Information Section 

Optional unless third party liability (TPL) and/or Medicare coinsurance, deductibles, and so forth, need to 
be indicated against the claim detail. When the Payer ID selected is Medicare Part B for an outpatient type 
of bill, select the row(s) that appear to enter the appropriate Medicare Coinsurance or Deductible amounts 
if applicable. Otherwise, click add to activate the panel before anything can be entered or selected. 

1 Select the Claim Adjustment Group Code* 
from the drop-down list. 

 

2 Enter an Adjustment Amount.  

3 Enter an Adjustment Reason Code* or 
click [Search] to select from list. 

Clicking [Search] activates the Adjustment 
Reason Code search panel. 

4 Enter an Adjustment Quantity.  

5 Click add in Detail section to add another 
service line and repeat the steps in Section 
IX and the steps in Sections X and XI (if 
Medicare or TPL related). 

Activates fields for entry of data or selection 
from lists. 

XII. Hard Copy Attachments Section 
Optional unless attachment information needs to be included against the claim. Must click add to activate 
the panel before anything can be entered or selected 

1 Enter the Control Number*.  

2 Select a Transmission from the drop-down 
list. 
Note: Submitting a claim with a transmission 
type of Electronic Upload or File Transfer 
allows the claim to suspend for needing an 
attachment if all other edits are bypassed. 
Once suspended for needing an 
attachment, the upload button is available 
on the Hard-Copy Attachments panel to 
begin attaching the 
appropriate .jpg, .jpeg, .pdf or .tiff file 
against the assigned ICN. 

 

3 Select a Report Type* from the drop-down 
list. 

 

4 Click submit. The institutional claim is submitted and an 
ICN is assigned. 



 Provider Web Portal Navigational Manual 

Page 87 
Gainwell Technologies Proprietary. For training purposes, this document may contain PHI 

© Copyright 2026 Gainwell Technologies 
The information contained herein is subject to change without notice. 

11.4.2 Adjusting an Institutional claim 
Step Action Result 

Start from the secured Claims menu. 

1 Select the Search (Void, Adjust) submenu. The Claim Search panel displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Search Results panel displays. 

4 Select the institutional ICN to be adjusted. The institutional claim is displayed in detail. 

5 Click the field(s) to update and perform 
update. 

 

6 Click adjust.  A confirmation pop-up window appears. 

7 Click OK to confirm the request. The adjustment is submitted and the new 
daughter claim ICN and information is 
displayed. 

Note: If the adjustment is rejected, a new ICN 
beginning with “20” will appear with the 
appropriate denial reasons displayed on the 
EOB Information panel. 

11.4.3 Voiding an Institutional Claim 
Step Action Result 

Start from the secured Claims menu. 

1 Select the Search (Void, Adjust) submenu. The Claim Search panel displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Search Results panel displays. 

4 Select the institutional ICN to be adjusted. The institutional claim is displayed in detail. 

5 Click void. A confirmation pop-up window appears. 

6 Click OK to confirm the request. The void is submitted and the new daughter 
claim ICN and information is displayed. 
Note: If the void request is rejected, a new ICN 
beginning with “20” will appear with the 
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Step Action Result 
appropriate denial reasons displayed on the 
EOB Information panel. 

 

 
The Professional Claim page allows providers, groups, payees and billing agents to view professional claims 
which have processed with Georgia Medicaid. Rendering providers and billing agents acting as rendering 
providers may use the professional claim page to submit a claim and/or adjust or void a paid claim. This 
includes the ability to copy a paid claim or modify a denied claim that can be sent to Georgia Medicaid and 
reprocessed as a new claim. Groups, payees and billing agents acting as a group or payee will be restricted 
to read-only access.  

Attachments can be included as part of the Web submission process. The ability to upload an electronic 
attachment is provided once the user submits the claim with a transmission type of electronic upload or file 
transfer. If the response indicates the claim will be suspended for attachments, the upload ability will be 
provided for the user to attach their electronic file with the claim.  

Providers and billing agents will automatically be restricted to viewing claims that have been processed with 
their provider ID as the rendering, group or payee provider. Billing agents may use the Switch Provider or 
Switch Servicing Provider pages to select and navigate on the Web Portal using a different provider ID 
account to view the appropriate claim. 

Navigational Path: Claims – New Professional Claim 

Step Action Result 

Start from the secured Claims menu. 

1 Select the New Professional Claim submenu. The Professional Claim page displays. 
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Field Descriptions 

Field Help Description 

Accident Date Displays the date the accident occurred.  

Accident State Displays the state where the accident occurred.  

add This button is used to add data to a panel.  

adjust This button submits adjustments for a paid claim.  

Adjustment Amount Displays the adjustment amount.  

Adjustment Quantity Displays the adjustment quantity.  

Adjustment Reason 
Code 

Displays the adjustment reason code. The following values are used in relation 
to Medicare crossovers: 1 = Deductible Amount, 2 = Coinsurance Amount, 3 = 
HMO Subcopay Amount, 66 = Blood Deductible, 122 = Psychiatric Amount.  
For a complete listing of HIPAA Adjustment Reason codes, navigate to 
www.wpc-edi.com.  

Admit Date Displays the date on which the member was admitted to the inpatient hospital 
for which services are being billed.  

Allowed Amount Displays the amount Georgia Medicaid approved to pay for services provided 
to a member. (Read-Only)  

Authorization Number Displays the prior authorization number issued by the third party.  

Billing Provider ID Header: Displays the Georgia Medicaid identification number of the billing 
provider, which is automatically captured when the billing provider Web 
account is used to create the claim or in a drop-down list when the rendering 
providers’ account is used to create the claim. 

http://www.wpc-edi.com/
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Field Help Description 

Billing Taxonomy Displays the Billing Taxonomy code for the provider. Field is pre-populated 
and non-editable when only one taxonomy is on file. A drop-down list displays 
if multiple taxonomies are available. 

Bundled Service Line Displays the detail to be bundled together.  

cancel This button cancels the current operation and discards any changes.  

Charges Displays the usual and customary charge for the service provided.  

Claim Adjustment Group 
Code 

Displays the claim adjustment group code. For Medicare Coinsurance and 
Deductible information, ensure the value selected reflects "Patient 
Responsibility".  

Claim Filing Displays the type claim filing for the other insurance.  

Claim ICN Displays the internal control number which uniquely identifies a claim. (Read-
Only)  

Claim Status Displays the status of the claim. (Read-Only)  

Code Displays the explanation of benefits code. (Read-Only)  

Control Number Displays the number assigned by the user to the attachment or paperwork for 
identification purposes.  

CoPay Amount Displays the copay amount for service provided. (Read-Only)  

copy This button creates a new detail from the selected detail.  

copy claim This button creates a new claim from the current claim.  

Date Adjusted Displays the date the claim was adjusted. (Read-Only)  

Date of Birth Displays the date of birth of the member.  

Date of Death Displays the date of death of the member.  

delete This button is used to delete data from a panel.  

Denied Date Displays the date the claim was denied. A zero date indicates that the claim 
has been adjudicated but has not been processed against a remittance 
advice. (Read-Only)  
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Field Help Description 

Description Displays the explanation of benefits description. (Read-Only)  

Detail Item Displays the Detail number. (Read-Only) 

Detail Number Displays the line item detail number of the claim. (Read-Only)  

Diagnosis Displays the diagnosis code that identifies the medical classification of a 
disease or condition.  

Diagnosis Pointer Indicates which diagnosis (or diagnoses) for which services were provided. If a 
diagnosis code was entered, select the matching sequence number as seen 
on the diagnosis panel to indicate which diagnosis the procedure is a result 
of.  

Discharge Date Displays the date on which the member was discharged from the inpatient 
hospital for which services are being billed.  

DMA520 Inquiry This button is used to create or view a DMA520 Inquiry for the ICN. This 
button is enabled once the ICN has an RA Date. 

DME Serial Number Displays the durable medical equipment serial number.  

Drug Name Displays the name for the NDC.  

Drug Unit Count Displays the number of drug units billed for the service.  

Drug Unit of Measure Displays the code that indicates the type of measurement for the drug units 
indicated.  

Emergency Displays whether service was provided as a result of an emergency situation.  

EPSDT Referral Code 1 Displays the primary condition code related to the EPSDT (Health Check) 
Referral.  

EPSDT Referral Code 2 Displays the secondary condition code related to the EPSDT (Health Check) 
Referral.  

EPSDT Referral Code 3 Displays the tertiary condition code related to the EPSDT (Health Check) 
Referral.  

EPSDT Referral 
Indicator 

Displays whether the service is related to an EPSDT (Health Check) Referral.  

EPSDT/Fam Plan Displays if claim is related to Early and Periodic Screening, Diagnostic and 
Treatment (EPSDT) or family planning services.  
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Field Help Description 

First Name, MI Displays the first name and middle initial of the member. Middle Initial is an 
optional field.  

First Name, MI [TPL] Displays the first name and middle initial of the subscriber for the insurance 
plan.  

From DOS Displays the beginning date on which service was provided.  

Gender Displays the gender of the member.  

Group Name Displays the group name for the other insurance by which the member is 
assigned.  

Group or Policy Number Displays the group or policy number that uniquely identifies the member's 
assignment to the other insurance.  

ICD Version Displays the version of the ICD value.  

ICN Displays the internal control number which uniquely identifies a claim. Clicking 
the ICN from the adjustment information panel will allow authorized providers 
to view the claim in detail. (Read-Only)  

ICN/TCN Displays either the internal control number or the cross reference between 
claims from the old system to the new system, identified by a TCN. (Read-
Only)  

Insurance Company 
Name 

Displays the name of the other insurance plan or the name of the company 
issuing the insurance, including Medicare, by which the member is assigned.  

Insurance Type Code Displays the code identifying the type of insurance policy for the other 
insurance.  

Item Displays the detail line number. (Read-Only)  

Last Name Displays the last name of the member.  

Last Name [TPL] Displays the last name of the subscriber for the insurance plan.  

Mammogram 
Certification Number 

Displays the mammogram certification number.  

Medical Record # Displays the medical record number assigned to the member by the provider 
for the service(s) provided.  
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Field Help Description 

Member ID Displays the Georgia Medicaid identification number of the member who 
received the service on the claim.  

Modifier 1 Displays the primary code used in combination with a procedure code to 
further define the service provided.  

Modifier 2 Displays the secondary code used in combination with a procedure code to 
further define the service provided.  

Modifier 3 Displays the tertiary code used in combination with a procedure code to further 
define the service provided.  

Modifier 4 Displays the fourth code used in combination with a procedure code to further 
define the service provided.  

Modifiers [List] Displays the code(s) used in combination with a procedure code to further 
define the service provided.  

NDC Displays the national drug code used to identify a specific drug.  

NRC National Rebate Code for continuous glucose monitor.  

NRC Name Name of continuous glucose monitor device.  

Note Displays the medical review notes which determined how the claim was 
adjudicated.  This panel only displays when the claim has gone through 
medical review. 

Ordering Provider ID Displays the NPI or Georgia Medicaid identification number of the ordering 
provider.  

Ordering Provider Name 
(Last, First, MI) 

Displays the last, first name and middle initial of the ordering provider.  

Other Insured Identifier Displays the subscriber’s identification number as assigned by the payer.  

PA/Precert Number Displays the prior authorization/precertification number that authorized the 
rendered service(s). Information entered at the header will indicate the number 
should be applied against all details where the service requires prior 
authorization/precertification.  

Paid Amount Displays the dollar paid by Medicare or the other insurance for the service 
provided.  

Paid Date Displays the date that Medicare or the other insurance paid for the service.  
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Field Help Description 

Patient Account Number Displays the identification number for a member assigned by a provider and 
used in their system.  

Patient Responsibility Displays the amount the provider feels the patient is responsible for paying.  

Payer ID Displays the carrier code that identifies the insurance plan for the detail.  

Payer Identifier Displays the other payer’s Payer ID Number. For Medicare crossovers, enter 
payer ID#. For other health insurance, enter the Carrier ID# as listed in the 
TPL carrier listing on the Provider Information > Reports page.  

Payer Resp Displays the payer's level of responsibility for adjudicating the claim.  

POS Displays the place where the service was rendered.  

Primary Care Provider Displays the NPI or Georgia Medicaid identification number of the primary care 
provider, also known as the second referring provider.  

Primary Care Provider 
(Last, First, MI) 

Displays the last, first name and middle initial of the referring provider.  

Procedure Displays the code used to uniquely identify a procedure.  

Procedure Description Displays the short description of the procedure code, which is automatically 
populated based on the description on file for the procedure code entered. 
(Read-Only)  

RA Date Displays the date of the remittance advice where this claim was processed per 
the financial cycle. A zero date indicates that the claim has been adjudicated 
but has not been processed against a remittance advice. (Read-Only)  

RA Paid Amount Displays the amount paid for the service(s). Paid amount does guarantee 
payment, as that is determined when the remittance advice is generated.  

RA Paid Date Displays the date of the remittance advice where this claim was processed per 
the financial cycle. A zero date indicates that the claim has been adjudicated 
but has not been processed against a remittance advice. Field appears in 
place of the Denied Date when the header claim status has been paid. (Read-
Only)  

Referral Number Displays the referral number issued as a result of a referral from the primary 
provider.  

Referring Provider ID Displays the NPI or Georgia Medicaid identification number of the referring 
provider.  
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Field Help Description 

Referring Provider Name 
(Last, First, MI) 

Displays the last, first name and middle initial of the referring provider.  

Related Causes Code 1 Displays if the accident occurred at work, in an automobile or an environment 
other than work or an automobile.  

Related Causes Code 2 Displays if the accident occurred at work, in an automobile or an environment 
other than work or an automobile.  

Relationship Displays the relationship of the member to the subscriber of the insurance.  

Release of Information Displays the release of information permission.  

Rendering Provider ID Displays the Georgia Medicaid identification number of the substitute 
rendering provider for the service provided.  

Rendering Provider ID Displays the Georgia Medicaid identification number of the rendering provider, 
which is automatically captured based on the provider Web account used to 
create the claim. (Read-Only)  

Rendering Taxonomy Displays the Rendering Taxonomy code for the provider. Field is pre-
populated and non-editable when only one taxonomy is on file. A drop-down 
list displays if multiple taxonomies are available. 

Report Type Displays the type of document, report, or supporting item.  

re-submit This button submits modifications made to a denied claim for adjudication.  

Service Facility ID Displays the NPI or Georgia Medicaid identification number of the service 
facility.  

Sequence Displays the sequence number that indicates the position that the diagnosis is 
to appear on the claim such as principal, secondary, tertiary, and so on.  

Status Displays the status of the claim detail line. (Read-Only)  

submit This button submits a claim for adjudication.  

To DOS Displays the ending date on which service was provided.  

top of page This button jumps the user to the top of the page.  

Total Charges Displays the total amount charged for the claim, which is automatically 
calculated from the detail charges. (Read-Only)  
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Field Help Description 

Total Paid Amount Displays the total amount paid for the claim. The paid amount does guarantee 
payment, as that is determined when the remittance advice is generated. 
(Read-Only)  

Total TPL Amount Displays the total amount paid by a third party liability plan(s) for the service(s) 
provided, which is automatically calculated from the Other Payer amounts on 
the Other Payer panel. (Read-Only)  

Transmission Displays the transmission method by which the attachments are to be sent. 
The upload capability will be made available when the transmission type is 
electronic.  

UPC Universal Product Code of continuous glucose monitor.  

UPC Name Name of continuous glucose monitor device.  

Units Displays the number of units billed for the service.  

void This button submits a void request for a paid claim.  

11.5.1 Creating a New Professional Claim 
Note: Fields marked with an asterisk are required. Otherwise, the field is optional. 

Step Action Result 

I. Professional Claim Section 

1 Select Billing Provider ID* from the drop-
down list. 

Note: If the claim was accessed through the 
Billing Provider account, the field will be pre-
populated and non-editable. 

2 Select Billing Taxonomy* from the drop-
down list. 

Note: Field is pre-populated and non-editable 
when only one taxonomy is on file. 

3 Select Rendering Taxonomy* from the drop-
down list. 

Note: Field is pre-populated and non-editable 
when only one taxonomy is on file. 

4 Enter the Member ID*.  

5 Enter the Member’s Last Name*.  

6 Enter the Member’s First Name*. 
Note: MI (middle initial) is an optional field. 

 

7 Enter the member's Date of Birth*.  
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Step Action Result 

8 Select the member's Gender*.  

9 Enter the Patient Account #.  

10 Enter the Medical Record #.  

11 Enter the Service Facility ID.  

12 Select an EPSDT Referral Indicator from the 
drop-down list. 

 

13 Select an EPSDT Referral Code1 from the 
drop-down list. 

 

14 Select an EPSDT Referral Code2 from the 
drop-down list. 

 

15 Select an EPSDT Referral Code3 from the 
drop-down list. 

 

16 Select the ICD Version*.  

17 Select a Release of Information* from the 
drop-down list. 

 

18 Select a Related Causes Code 1 accident 
related cause indicator from the drop-down 
list. 

 

19 Select a Related Causes Code 2 accident 
related cause indicator from the drop-down 
list. 

 

20 Select an Accident State from the drop-
down list. 

 

21 Enter the Accident Date.  

22 Enter the Admit Date.  

23 Enter the Discharge Date.  

24 Enter the Date of Death.  

25 Enter the Patient Responsibility.  
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Step Action Result 

26 Enter the PA/Pre-cert Number.  

27 Enter the Referral Number.  

28 Enter the Referring Provider ID.  

29 Enter the Referring Provider Name (Last, 
First, MI). 

 

30 Enter the Primary Care Provider ID.  

31 Enter the Primary Care Provider Name 
(Last, First, MI) 

 

II. Diagnosis Section 

Must click add to activate the panel before anything can be entered or selected 

1 Select the Sequence* from the drop-down 
list. 

 

2 Enter the Diagnosis* or click [Search] to 
select from list. 

Clicking [Search] activates the Diagnosis 
Search panel. 

III. Other Payer Claims Data Section 

Optional unless third party liability (TPL) and/or Medicare information need to be indicated against the 
claim. Must click add to activate the panel before anything can be entered or selected 

1 Select a Claims Filing* from the drop-down 
list. 

 

2 Select a Relationship to Insured from the 
drop-down list. 

 

3 Enter the Other Insured Identifier*.  

4 Enter the policy holder Last Name*.  

5 Enter the policy holder First Name*. 
Note: MI (middle initial) is an optional field. 

 

6 Select a Payer Resp*.  

7 Enter an Authorization Number.  
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Step Action Result 

8 Enter the Payer Identifier*.  

9 Enter the Insurance Company Name.  

10 Enter the Group Name.  

11 Enter the Group or Policy Number.  

12 Select the Insurance Type Code from the 
drop-down list. 

 

13 Enter the Paid Date.  

14 Enter the Paid Amount.  

IV. Other Payer Adjustment Information Section 

Optional unless third party liability (TPL) and/or Medicare coinsurance, deductibles, and so forth, need to 
be indicated against the claim. Must click add to activate the panel before anything can be entered or 
selected 

1 Select a Claim Adjustment Group Code* 
from the drop-down list. 

 

2 Enter the Adjustment Amount.  

3 Enter the Adjustment Reason Code* or click 
[Search] to select from list. 

Clicking [Search] activates the Adjustment 
Reason Code search panel. 

4 Enter the Adjustment Quantity. 

 

 

V. Detail Panel 

Must click add to activate the panel before anything can be entered or selected 

1 Enter the From DOS*.  

2 Enter the To DOS.  

3 Enter the POS*.  

4 Enter the Procedure* or click [Search] to 
select from list. 

Clicking [Search] activates the Search panel. 
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Step Action Result 

5 Enter Modifier 1 or click [Search] to select 
from list. 

Clicking [Search] activates the Search panel. 

6 Enter Modifier 2 or click [Search] to select 
from list. 

Clicking [Search] activates the Search panel. 

7 Enter Modifier 3 or click [Search] to select 
from list. 

Clicking [Search] activates the Search panel. 

8 Enter Modifier 4 or click [Search] to select 
from down list. 

Clicking [Search] activates the Search panel. 

9 Select a Diagnosis Code Pointer(s)* from 
the drop-down list, based on the diagnosis 
sequence association that was entered on 
the Diagnosis Panel. 

 

10 Enter the Units*.  

11 Enter the Charges*.  

12 Enter the Rendering Provider ID.  

13 Enter the Referring Provider ID.  

14 Enter the Referring Provider Name (Last, 
First, MI). 

 

15 Enter the Primary Care Provider ID.  

16 Enter the Primary Care Provider Name 
(Last, First, MI) 

 

17 Select an Emergency indicator from the 
drop-down list. 

 

18 Select an EPSDT Family Planning from the 
drop-down list. 

 

19 Enter the PA/Pre-cert Number.  

20 Enter the Mammogram Certification 
Number. 

 

21 Enter the DME Serial Number.  
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Step Action Result 

22 Enter the Ordering Provider ID.  

23 Enter the Ordering Provider Name (Last, 
First, MI). 

 

18 Enter the NDC or click [Search] to select from 
down list. 

Clicking [Search] activates the Search panel. 

19 Enter the NRC or click [Search] to select from 
down list. 

Clicking [Search] activates the Search panel. 

20 Enter the UPC or click [Search] to select from 
down list. 

Clicking [Search] activates the Search panel. 

21 Enter the Drug Unit Count.  

22 Select the Drug Unit of Measure* from the 
drop-down list. 

 

VI. Detail Other Payer Information Section 

Optional unless third party liability (TPL) and/or Medicare information need to be indicated against the 
claim detail. Must click add to activate the panel before anything can be entered or selected 

1 Select the Payer ID* from the drop-down list. 

(This relates to the Payer Identifier entered 
on the Other Payer Claims Data panel.) 

 

2 Enter the Paid Amount*.  

3 Enter the Paid Date*.  

4 Select the Bundled Service Line.  

VII. Detail Other Payer Adjustment Information Section 

Optional unless third party liability (TPL) and/or Medicare coinsurance, deductibles, and so forth, need to 
be indicated against the claim. When the Payer ID selected is Medicare Part B, select the row(s) that 
appear to enter the appropriate Medicare Coinsurance or Deductible amounts, if applicable. Otherwise, 
click add to activate the panel before anything can be entered or selected. 

1 Select the Claim Adjustment Group Code* 
from the drop-down list. 

 

2 Enter an Adjustment Amount.  
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Step Action Result 

3 Enter an Adjustment Reason Code* or click 
[Search] to select from list. 

Clicking [Search] activates the Adjustment 
Reason Code search panel. 

4 Enter an Adjustment Quantity.  

5 Click add in Detail section to add another 
service line and repeat steps 48 thru 66 and 
steps 67 thru 73 (if Medicare or TPL related). 

Activates fields for entry of data or selection 
from lists. 

VIII. Hard-Copy Attachments 

Optional unless attachment information needs to be included against the claim. Must click add to activate 
the panel before anything can be entered or selected 

1 Enter the Control Number*  

2 Select the Transmission* indicator from the 
drop-down list. 
Note: Submitting a claim with a transmission 
type of Electronic Upload or File Transfer 
allows the claim to suspend for needing an 
attachment if all other edits are bypassed. 
Once suspended for needing an attachment, 
the upload button is available on the Hard-
Copy Attachments panel to begin attaching 
the appropriate .jpg, .jpeg, .pdf or .tiff file 
against the assigned ICN. 

 

3 Select a Report Type* indicator from the 
drop-down list. 

 

4 Click submit. The professional claim is submitted and an ICN 
is assigned. 

11.5.2 Adjusting a Professional Claim 
Step Action Result 

Start from the secured Claims menu. 

1 Select the Search (Void, Adjust) submenu. The Claim Search panel displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Search Results panel displays. 

4 Select the professional ICN to be adjusted. The professional claim is displayed in detail. 
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Step Action Result 

5 Click in the field(s) to update and perform 
update. 

 

6 Click adjust.  A confirmation pop-up window appears. 

7 Click OK to confirm the request. The adjustment is submitted and the new 
daughter claim ICN and information is 
displayed. 
Note: If the adjustment is rejected, a new ICN 
beginning with “20” will appear with the 
appropriate denial reasons displayed on the 
EOB Information panel. 

11.5.3 Voiding a Professional Claim 
Step Action Result 

Start from the secured Claims menu. 

1 Select the Search (Void, Adjust) submenu. The Claim Search panel displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Search Results panel displays. 

4 Select the professional ICN to be adjusted. The professional claim is displayed in detail. 

5 Click void and OK to confirm the request. A confirmation pop-up window appears. 

6 Click OK to confirm the request. The void is submitted and the new daughter 
claim ICN and information is displayed. 
Note: If the void request is rejected, a new 
ICN beginning with “20” will appear with the 
appropriate denial reasons displayed on the 
EOB Information panel. 

 

 
The DMA Claim Inquiry Form panel allows providers and billing agents to view or submit a DMA520 Claim 
Inquiry and its related attachments. New inquiries are restricted to claims with a remittance advice less than 
or equal to 30 calendar days within the current date. 

Call Tracking Information and the ability to upload/view attachments are available once the DMA520 Inquiry 
is successfully submitted.  

Navigational Path: Claims – Search (Void, Adjust) – view an adjudicated claim – DMA520 Inquiry 
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Step Action Result 

Start from the secured Claims menu. 

1 Select the Search (Void, Adjust) submenu. The Claim Search panel displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Search Results panel displays. 

4 Select an ICN. The selected claim is displayed. 

5 Click DMA520 Inquiry. The DMA520 Inquiry form is displayed. 
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Field Descriptions 

Field Help Description 

Address 1 Displays the first line of the service location address for the rendering provider. 
(Read-Only)  

Address 2 Displays the second line of the service location address for the rendering 
provider. (Read-Only)  

Administrative Review This button is used to create or view an Administrative Review for the ICN. 
This button is enabled once the DMA520 Inquiry has been closed.  

Attachments Displays the link to upload or view attachments associated with DMA520 
Claim Inquiry. (Read Only)  

City, State Displays the city and state of the service location address for the rendering 
provider. (Read-Only)  

Claim Inquiry Reason Displays the claim inquiry reason code description.  

Claim Status Displays the status of the claim. (Read-Only)  

Claim Type Displays the claim type description. (Read-Only)  

clear This button clears the fields. 

Contact E-Mail Address Displays the e-mail address for the contact person.  

Contact Name (Last, 
First) 

Displays the first and last name of the contact person.  

Contact Phone, Ext Displays the phone number and the phone number extension for the contact 
person.  

CTN Displays the call tracking number for the DMA520 Claim Inquiry. (Read-Only)  

CTN Status Displays the call tracking number status for the DMA520 Claim Inquiry. (Read-
Only)  

Date of Inquiry Displays the date of the inquiry. Defaulted to the current date for new inquiries. 
(Read-Only)  

From DOS Displays the header from date of service of the claim. (Read-Only)  

ICN Displays the internal control number of the claim. (Read-Only)  
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Field Help Description 

Medicaid Provider ID Displays the Georgia Medicaid identification number of the rendering provider 
on the claim. (Read-Only)  

Member ID Displays the Georgia Medicaid identification number of the member who 
received the service on the claim. (Read-Only)  

Member Name (Last, 
First) 

Displays the first and last name of the member on the claim. (Read-Only)  

Name Displays the name of the rendering provider on the claim. (Read-Only)  

RA Date Displays the remittance advice date on the claim. (Read-Only)  

Reference Provider ID Displays the reference identification number of the rendering provider on the 
claim. (Read-Only)  

Submit This button saves and submits the request. 

To DOS Displays the header to date of service of the claim. (Read-Only)  

Written Explanation Displays the written explanation for the DMA520 Claim Inquiry.  

ZIP Displays the ZIP and ZIP code extension of the service location address for 
the rendering provider. (Read-Only)  

Creating a DMA520 Inquiry 
Note: Fields marked with an asterisk are required. Otherwise, the field is optional. 

Step Action Result 

1 Enter Contact Name (Last, First)*.  

2 Enter Contact Phone, Ext*.  

3 Enter Contact E-Mail Address*.  

4 Select the Claim Inquiry Reason*.  

5 Enter the Written Explanation*.  

6 Click submit. The DMA520 Inquiry is submitted, a CTN is 
assigned and the ability to upload attachments 
is available. 
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The Administrative Review Form panel allows providers and billing agents to view or submit a DMA520 
Administrative Review request and its related attachments. New inquiries are restricted to DMA520 Inquiries 
that have been closed less than or equal to 30 calendar days within the current date.  

Call Tracking Information and the ability to upload/view attachments are available once the Administrative 
Review is successfully submitted.  

Navigational Path: Claims – Search (Void, Adjust) – view an adjudicated claim – DMA520 Inquiry – 
Administrative Review 

Step Action Result 

Start from the secured Claims menu. 

1 Select the Search (Void, Adjust) submenu. The Claim Search panel displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Search Results panel displays. 

4 Select an ICN. The selected claim is displayed. 

5 Click DMA520 Inquiry. The DMA520 Inquiry form is displayed. 

6 Click Administrative Review. The Administrative Review form is displayed. 



 Provider Web Portal Navigational Manual 

Page 110 
Gainwell Technologies Proprietary. For training purposes, this document may contain PHI 

© Copyright 2026 Gainwell Technologies 
The information contained herein is subject to change without notice. 

 

Field Descriptions 

Field Help Description 

Address 1 Displays the first line of the service location address for the rendering provider. 
(Read-Only) 

Address 2 Displays the second line of the service location address for the rendering 
provider. (Read-Only) 

Attachments Displays the link to upload or view attachments associated with Administrative 
Review. (Read Only) 

CTN Displays the call tracking number for the Administrative Review. (Read-Only) 

CTN Status Displays the call tracking number status for the Administrative Review. (Read-
Only) 

City, State Displays the city and state of the service location address for the rendering 
provider. (Read-Only) 

Claim Status Displays the status of the claim. (Read-Only) 
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Field Help Description 

Claim Type Displays the claim type description. (Read-Only)  

Contact E-Mail Address Displays the e-mail address for the contact person.  

Contact Name (Last, 
First) 

Displays the first and last name of the contact person.  

Contact Phone, Ext Displays the phone number and the phone number extension for the contact 
person.  

Date of Inquiry Displays the date of the inquiry. Defaulted to the current date for new inquiries. 
(Read-Only)  

From DOS Displays the header from date of service of the claim. (Read-Only)  

ICN Displays the internal control number of the claim. (Read-Only)  

Medicaid Provider ID Displays the Georgia Medicaid identification number of the rendering provider 
on the claim. (Read-Only)  

Member ID Displays the Georgia Medicaid identification number of the member who 
received the service on the claim. (Read-Only)  

Member Name (Last, 
First) 

Displays the first and last name of the member on the claim. (Read-Only)  

Name Displays the name of the rendering provider on the claim. (Read-Only)  

RA Date Displays the remittance advice date on the claim. (Read-Only)  

Reference Provider ID Displays the reference identification number of the rendering provider on the 
claim. (Read-Only)  

Status Date Displays the status date of the call tracking record for the Administrative 
Review. (Read-Only)  

To DOS Displays the header to date of service of the claim. (Read-Only)  

Written Explanation Displays the written explanation for the Administrative Review.  

ZIP Displays the ZIP and ZIP code extension of the service location address for 
the rendering provider. (Read-Only)  

Creating an Administrative Review  
Note: Fields marked with an asterisk are required. Otherwise, the field is optional. 
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Step Action Result 

1 Enter Contact Name (Last, First)*.  

2 Enter Contact Phone, Ext*.  

3 Enter Contact E-Mail Address*.  

4 Enter the Written Explanation*.  

5 Click submit. The Administrative Review is submitted, a CTN 
is assigned and the ability to upload 
attachments is available. 

 

 
The locum tenens page allows authorized providers and billing agents to add or view locum tenens records 
linked to their provider ID.  

Navigational Path: Claims – Locum Tenens 

Step Action Result 

Start from the secured Claims menu. 

1 Select the Locum Tenens submenu. The Locum Tenens panel displays. 

 

Field Descriptions 

Field Help Description 

add This button is used to add data to a panel.  

cancel This button cancels the current operation and discards any changes.  

Effective Date Displays the effective date for the locum tenens record.  

End Date Displays the end date for the locum tenens record.  
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Field Help Description 

NPI Displays the NPI for the locum tenens provider.  

Reason Displays the reason for the locum tenens record/affiliation.  

save This button is used to save the record.  

top of page This button jumps the user to the top of the page.  

11.8.1 Creating a Locum Tenens Record  
Note: Fields marked with an asterisk are required. Otherwise, the field is optional. 

Step Action Result 

1 Click the add button. A new blank entry appears. 

2 Enter the Effective Date*.  

3 Enter the End Date. (This field is only optional for Active Duty 
reasons.) 

4 Select the Reason*.  

5 Enter the NPI*.  

6 Click save. The appropriate response appears at the top of 
the page. 

11.8.2 Updating a Locum Tenens Record  
Note: Only the End Date can be updated where the reason is Active Duty and the End Date is currently 
blank. 

Step Action Result 

1 Select the record that requires an update.  

2 Enter the End Date*.  

3 Click save. The appropriate response appears at the top of 
the page. 
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 Prior Authorization Overview 
The Prior Authorization menu provides secure rendering provider and member users with the ability to view 
their prior authorization/pre-certification records. Authorized rendering provider users are also able to submit 
requests and access the medical review portal. 

The Prior Authorization submenu includes: 

1. Search 

2. Submit/View (rendering provider users only) 

3. Medical Review Portal (rendering provider users only) 

4. Waiver Case Manager PA Search (case manager rendering provider users only) 

For information related to the Submit/View and Medical Review Portal submenus, please refer to the user 
manuals available on the Provider Education page from the Provider Information menu. 

 

 
The Prior Authorization Search panel allows providers and billing agents to search for prior 
authorizations/pre-certifications within the Georgia Medicaid system. The search results panel will display a 
list of prior authorizations/pre-certifications details found based on the search criteria. This list contains 
summary information about the prior authorization/pre-certification, for which the user can view in detail by 
clicking the row on the search results panel. 

Providers and billing agents will automatically be restricted to viewing prior authorizations/pre-certifications 
that have been assigned to their provider ID as either the rendering or requesting provider. Billing agents 
may use the switch provider page to select and navigate on the Web Portal using a different provider ID 
account in order to view the appropriate prior authorization/pre-certification record. 

The minimum search criteria:  

1. PA Number 

2. Member ID and Requested From/Through DOS 

3. Member ID and Procedure Code.  

Navigational Path: Prior Authorization - Search 

Step Action Result 

Start from the secured Prior Authorization menu. 

1 Select the Search submenu. The Prior Authorization Search panel displays. 
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Field Descriptions 

Field Help Description 

clear This button clears the search criteria fields.  

Member ID Displays the Georgia Medicaid identification number of the member by which to 
search.  

Name Displays the first and last name of the member. (Read-Only)  

Prior Authorization Displays the prior authorization number by which to search.  

Procedure Displays the procedure code, saved on the prior authorization, by which to 
search.  

Records Displays the number of search results to display per page.  

Requested 
From/Through DOS 

Displays the requested from and through dates of service on the prior 
authorization.  

search This button is used to initiate the search.  

Prior Authorization Search Panel 

Step Action Result 

1 Enter the Prior Authorization number.  

2 Enter the Procedure.  

3 Enter the Requested From DOS.  

4 Enter the Requested Thru DOS.  

5 Enter the Member ID. 

Note: This field is automatically populated for 
a secure member user. 

 

6 Click search. The appropriate search results are displayed 
based on the search criteria entered. 
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The Search Results panel allows providers and billing agents to view prior authorization/pre-certification 
search results based on the search criteria entered on the prior authorization search panel. The search 
results list contains summary information about the prior authorization/pre-certification, for which the user 
can view in detail by clicking the row on the search results panel.  

Providers and billing agents will automatically be restricted to viewing prior authorizations/pre-certifications 
that have been assigned to their provider ID as either the rendering or requesting provider. Billing agents 
may use the switch provider page to select and navigate on the Web Portal using a different provider ID 
account in order to view the appropriate prior authorization/pre-certification record. 

Navigational Path: Prior Authorization – Search – enter search criteria - search 

Step Action Result 

Start from the secured Prior Authorization menu. 

1 Select the Search submenu. The Prior Authorization Search panel displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Search Results panel displays. 

 

Field Descriptions 

Field Help Description 

From DOS Displays the requested from date of service on the prior authorization. (Read-
Only)  

Member ID Displays the Georgia Medicaid identification number of the member. (Read-
Only)  

Member Name Displays the name of the member. (Read-Only)  

Prior Auth Number Displays the prior authorization number. (Read-Only)  

Status Displays the status on the prior authorization line item. (Read-Only)  

Through DOS Displays the requested thru date of service on the prior authorization. (Read-
Only)  
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The Prior Authorization Information page allows providers and billing agents to view prior authorization 
information as stored in the Medicaid Management Information System (MMIS). The full details button will 
be enabled for providers and billing agents when displaying a prior authorization record that was submitted 
through the Web Portal. 

Extra Features: The Full Details button is only enabled when the user is a provider or a billing agent and the 
Displayed Prior Authorization request is one submitted through this Web site and processed by GMCF. 

Navigational Path: Prior Authorization – Search – enter search criteria – search – select row in search 
results 

Step Action Result 

Start from the secured Prior Authorization menu. 

1 Select the Search submenu. The Prior Authorization Search panel displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Search Results panel displays. 

4 Select a prior authorization from the search 
results panel. 

The prior authorization is displayed in detail. 
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Field Descriptions 

Field Help Description 

Amount Allowed Displays the dollar amount for which the request has been authorized. (Read-
Only)  

Amount Used Displays the dollar amount used against the request. (Read-Only)  

Authorized Rate Displays the rate for which the request is authorized. (Read-Only)  

Category of Service Displays the Category of Service description for the line item. (Read-Only)  

COS Displays the Category of Service Code for the request. (Read-Only)  

From DOS Displays the earliest date of service on the Prior Authorization/Pre-Certification 
request. (Read-Only)  
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Field Help Description 

From DOS [Line Item] The from DOS the request has been authorized for. (Read-Only)  

Full Details Press to access the full Prior Authorization submission and processing details. 
This button is only enabled for Providers and Provider Office Administrators 
when viewing a Prior Authorization/Pre-Certification request that was 
submitted through this Web site.  

Max Daily Units Displays the maximum units per day that can be used. (Read-Only)  

Max Monthly Amount Displays the maximum dollar amount per month that can be used. (Read-
Only)  

Max Monthly Units Displays the maximum units per month that can be used. (Read-Only)  

Member ID Displays the member's Medicaid ID. (Read-Only)  

Member Name Displays the member's name. (Read-Only)  

Modifier 1 Displays the modifier code. (Read-Only)  

Modifier 1 Description Displays the modifier description. (Read-Only)  

Modifier 2 Displays the modifier code. (Read-Only)  

Modifier 2 Description Displays the modifier description. (Read-Only)  

Modifier 3 Displays the modifier code. (Read-Only)  

Modifier 3 Description Displays the modifier description. (Read-Only)  

Modifier 4 Displays the modifier code. (Read-Only)  

Modifier 4 Description Displays the modifier description. (Read-Only)  

NDC Displays the NDC. (Read-Only)  

PA Line Item Displays the line item number of the Prior Authorization/Pre-Certification 
request to which the row relates. (Read-Only)  

Prior Authorization 
Number 

Displays the Prior Authorization Number assigned to the request. (Read-Only)  

Procedure Displays the procedure code. (Read-Only)  
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Field Help Description 

Procedure Description Displays the procedure description. (Read-Only)  

Provider Name Displays the name of the provider who requested the Prior Authorization/Pre-
Certification. (Read-Only)  

Quadrant Displays the tooth quadrant used in combination with a tooth number and 
procedure code to provide more information concerning the service. (Read-
Only)  

Reason Code Displays the status reason code. (Read-Only)  

Reason Code 
Description 

Displays the description for the status reason code. (Read-Only)  

REF ID Displays the provider ID of the provider who requested the Prior 
Authorization/Pre-Certification request. (Read-Only)  

Rendering Provider Displays the name of the rendering provider for whom the Prior 
Authorization/Pre-Certification was requested. (Read-Only)  

Requesting Provider 
Name 

Displays the name of the provider who created the Prior Authorization/Pre-
Certification request. (Read-Only)  

Status Displays the status of the Prior Authorization/Pre-Certification request. The 
request is considered approved if any of the line items are approved. (Read-
Only)  

Status [Line Item] Displays the status of the line item. (Read-Only)  

Surface Displays the tooth surface used in combination with a tooth number, quadrant 
and procedure code to provide more information concerning the service. 
(Read-Only)  

Through DOS Displays the latest date of service on the Prior Authorization/Pre-Certification 
request. (Read-Only)  

Through DOS [Line 
Item] 

The through date of service for which the request has been authorized. (Read-
Only)  

Tooth Displays the tooth number used in combination with a procedure code to 
provide more information concerning the service. (Read-Only)  

Units Allowed Displays the number of units approved for the request. (Read-Only)  

Units Used Displays the number of units that have been used on the request. (Read-
Only)  
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The waiver case manager PA search panel allows case manager providers to search for case management 
prior authorizations within the Georgia Medicaid system. The search results panel will display a list of case 
management prior authorizations along with contact information pertaining to the requesting provider based 
on the search criteria. The minimum search criteria:  

Member ID and Requested From/Through DOS 

Navigational Path: Prior Authorization – Waiver Case Manager PA Search 

Step Action Result 

Start from the secured Prior Authorization menu. 

1 Select the Waiver Case Manager PA Search 
submenu. 

The Waiver Case Manager Prior Authorization 
Search panel displays. 

 

Field Descriptions 

Field Help Description 

clear This button clears the search criteria fields.  

Member ID Displays the Georgia Medicaid identification number of the member by which 
to search.  

Name Displays the first and last name of the member. (Read-Only)  

Requested 
From/Through DOS 

Displays the requested from and through dates of service on the prior 
authorization.  

search This button is used to initiate the search.  

Waiver Case Manager Prior Authorization Search Panel 

Step Action Result 

1 Enter the Requested From DOS.  

2 Enter the Requested Thru DOS.  

3 Enter the Member ID. The Member Name is displayed. 
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Step Action Result 

6 Click search. The appropriate search results are displayed 
based on the search criteria entered. 

 

 
The search results panel allows case manager providers to view case management prior authorizations 
based on the search criteria entered on the search panel. The search results list contains information about 
the prior authorizations and contact information for the requesting providers 

Navigational Path: Prior Authorization – Waiver Case Manager PA Search – enter search criteria - search 

Step Action Result 

Start from the secured Prior Authorization menu. 

1 Select the Waiver Case Manager PA 
Search submenu. 

The Waiver Case Manager Prior Authorization 
Search panel displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Search Results panel displays. 

 

Field Descriptions 

Field Help Description 

Address 1 Displays the first line of the address for the provider. (Read-Only)  

Address 2 Displays the second line of the address for the provider. (Read-Only)  

City, State Displays the city and state of the address for the provider. (Read-Only)  

E-Mail Address Displays the e-mail address of the provider. (Read-Only)  

Fax Displays the fax number for the provider. (Read-Only)  

From/Through DOS Displays the requested from/through dates of service on the prior 
authorization. (Read-Only)  
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Field Help Description 

PA Status – Type Displays the status of the prior authorization along with its description. (Read-
Only)  

Phone, Ext Displays the phone number and the phone number extension for the provider. 
(Read-Only)  

Requesting Provider Displays the name of the provider requesting the case management prior 
authorization. (Read-Only)  

Zip Displays the ZIP code and the ZIP code extension of the address for the 
provider. (Read-Only)  
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 Provider Enrollment Overview 
The Provider Enrollment menu provides applicants the ability to enroll, check application and contract status, 
and download and view enrollment related publications from the public Web Portal.  

The Enrollment submenu includes: 

1. Enrollment Application Status 

2. Enrollment Wizard 

3. Provider Contract Status 

4. EFT Agreement 

5.  Enrollment Forms 

6. CMO Credentialing Application 

7.  New Specialty Application 

8.  NEMT Disclosure of Ownership 

9. Enrollment Template Manager 

To access enrollment forms and contact information, select the Provider Enrollment menu to open the page.  

 

 
The Enrollment Tracking Search panel provides applicants the ability to search for and view the status of 
their enrollment application(s). This search criteria is provided to the applicant upon successfully saving an 
enrollment application and a save was successful message appears, including a notation that the name and 
application tracking number (ATN) should be kept for future reference. 

Minimum search combinations:  

1. ATN and Business OR Last Name 

2. ATN and Provider ID 

Navigational Path: Provider Enrollment – Enrollment Application Status 

Step Action Result 

Start from the Provider Enrollment menu. 

1 Select the Enrollment Application Status 
submenu. 

The Enrollment Tracking Search panel 
displays. 
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Field Descriptions 

Field Help Description 

ATN Displays the application tracking number (ATN), which uniquely identifies a 
provider application.  

Business OR Last Name Displays the business or last name included on the enrollment application.  

clear This button clears the search criteria fields.  

Provider ID Displays the provider ID by which to search. Users may search by Georgia 
Medicaid ID, REF ID or NPI (National Provider Identifier). 

Search This button is used to initiate the search.  

Enrollment Application Tracking Search Panel 

Step Action Result 

1 Enter the ATN.  

2 Enter the Business or Last Name on the 
application. 

 

3 Enter the Provider ID on the application.  

4 Click search. The appropriate search results are displayed 
based on the search criteria entered. 

 

13.1.1 Accessing Enrollment Application Status – Search Results 
The Search Results panel provides applicants the ability to view the status of their enrollment application(s) 
based on the search criteria entered on the enrollment tracking search panel. 

Extra Features:  

1. The pay required application fee hyperlink appears if a fee is required for your application. Select 
the hyperlink to pay the appropriate fee for your application. 

2. The print application hyperlink only appears for applications that originated from the Web Portal 
and only after the application has been submitted.  

3. The enrollment forms hyperlink will allow the applicant to view a list of enrollment forms that can be 
downloaded from the public Web Portal.  
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4. The upload required documents hyperlink will allow the applicant to upload documents required 
based on the outstanding documentation needed to complete the select application type. 

Navigational Path: Provider Enrollment - Enrollment Application Status – enter search criteria - search 

Step Action Result 

Start from the Provider Enrollment menu. 

1 Select the Enrollment Application Status 
submenu. 

The Enrollment Tracking Search panel displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Search Results panel displays. 

 

NOTE:  If the application has been denied for CVO Administrative reasons (CVO Denial Reasons will 
display on the page), please reference the CVO Denial Reconsideration guide on the Web Portal Training 
page. 

Field Descriptions 

Field Help Description 

Application Access Code Displays the application access code defined by the applicant during the 
completion of an initial application. 
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Field Help Description 

Check Point Displays the list of credentialing events. (Read-Only)  

Date Received Displays the date the enrollment application was received. (Read-Only)  

Document Displays the list of required documents for the application. (Read-Only)  

Status Displays the status of the enrollment application. (Read-Only)  

Status Date Displays the date the status was changed. (Read-Only) 

view application letters This button is used to initiate the initial application letters search. 

13.1.2 Accessing Application Letters - Search 
The Application Letters panel provides applicants the ability to search for and view letters associated to their 
initial application(s). The Access Code is defined by the applicant during the application enrollment process. 
The applicant accesses the Application Access Code search by successfully submitting an Enrollment 
Application Status search. The Search Results panel from the Enrollment Application Status Search displays 
the Application Access Code and view applications button. 

Navigational Path: Provider Enrollment - Enrollment Application Status – enter search criteria - search 

Step Action Result 

Start from the Provider Enrollment menu. 

1 Select the Enrollment Application Status 
submenu. 

The Enrollment Tracking Search panel displays. 

2 Enter the appropriate search criteria.  

3 

4 

Click search. 

Enter the Application Access Code and 
navigate off the box. 

The Search Results panel displays. 

View application letters button becomes active. 
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Field Descriptions 

Field Help Description 

Application Access Code Displays the application access code defined by the applicant during the 
completion of an initial application.   

Check Point Displays the list of credentialing events. (Read-Only)  

Date Received Displays the date the enrollment application was received. (Read-Only)  

Document Displays the list of required documents for the application. (Read-Only)  

Status Displays the status of the enrollment application. (Read-Only)  

Status Date Displays the date the status was changed. (Read-Only) 

view application letters This button is used to initiate the initial application letters search. 

 

13.1.3 Accessing Application Letters – Search Results 
The Application Letters panel allows an applicant to select the initial application letter type they want to 
review. 

Navigational Path: Provider Enrollment - Enrollment Application Status – enter search criteria – search – 
enter Application Access Code – view application letters  
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Step Action Result 

The Application Letters panel displays. 

1 Select the Application Letters type from the 
drop-down menu or leave with the default 
selection of *Search all in list*. 

 

2 Click search. The Search Results panel displays with a list of 
letters or the specific letter requested. 

 

 

Application Letters Search Results 

 

Field Descriptions 

Field Help Description 

ATN Displays the ATN (application tracking number) for the applicant performing the 
search. (Read-Only) 

Application Letter Displays the dropdown list of application letter types. Default selection is 
*Search all in list*. 

Application Letter Name Displays the title of the letter(s), which is clickable so the user may begin 
downloading the requested letter. (Read-Only) 
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Field Help Description 

clear This button clears the search criteria fields.  

Letter Date Displays the date the letter was created. (Read-Only) 

search This button is used to initiate the search.  

 

 
The Enrollment Wizard page provides applicant information regarding the Georgia Medicaid enrollment 
applications available, as well as a hyperlink to access the provider enrollment application wizard through 
the public Web Portal.  

Note: In order to complete an Additional Service Location or Georgia Better Health Care (GBHC) 
application, users must log in to the secure Web Portal. 

Navigational Path: Provider Enrollment – Enrollment Wizard 

Step Action Result 

Start from the Provider Enrollment menu. 

1 Select the Enrollment Wizard submenu. The Enrollment Wizard page displays. 

2 Click the Provider Enrollment Application 
hyperlink to begin. 

The Instructions panel displays. 

 

 

 

 
The Provider Contract Status search panel allows users to search for and view provider contract statuses. 
The search results panel will display a list of provider details found based on the search criteria. This list 
contains summary information about the provider, for which the user can view in detail by clicking the row on 
the search results panel. 

Minimum search combinations:  
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1. ATN and Provider Name 

2. Provider ID 

Navigational Path: Provider Enrollment – Provider Contract Status 

Step Action Result 

Start from the Provider Enrollment menu. 

1 Select the Provider Contract Status 
submenu. 

The Provider Contract Status search panel 
displays. 

 

Field Descriptions 

Field Help Description 

ATN Displays the application tracking number by which to search.  

Clear This button clears the search criteria fields. 

Provider ID Displays the provider ID by which to search. Users may search by Georgia 
Medicaid ID, REF ID or NPI (National Provider Identifier). 

Provider Name (from the 
application) 

Displays the provider name on the application by which to search. 

Search This button is used to initiate the search. 

Provider Contract Status Search Panel: 

Step Action Result 

1 Enter the ATN.  

2 Enter the Business or Last Name on the 
application. 

 

3 Enter the Provider ID.  

4 Click search. The appropriate search results are displayed 
based on the search criteria entered. 
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13.3.1 Accessing Provider Contract Status – Search Results 
The Search Results panel provides users the ability to search and view provider contract status based on 
the search criteria entered on the provider contract search panel. 

Navigational Path: Provider Enrollment – Provider Contract Status – enter search criteria - search 

Step Action Result 

Start from the Provider Enrollment menu. 

1 Select the Provider Contract Status 
submenu. 

The Provider Contract Status search panel 
displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Search Results panel displays. 

 

Field Descriptions 

Field Help Description 

Address Displays the first line of the provider's service location address. (Read-Only)  

City Displays the city of the provider's service location address. (Read-Only)  

Name Displays the name of the provider. (Read-Only)  

Provider REF ID Displays the reference ID for the provider. (Read-Only) 

Provider Type Displays the description of the type of provider. (Read-Only)  

State Displays the state of the provider's service location address. (Read-Only) 

ZIP Displays the ZIP code of the provider's service location address. (Read-Only)  

ZIP +4 Displays the ZIP code extension of the provider's service location address. 
(Read-Only) 

 

13.3.2 Accessing Provider Contract Status – Information 
The Provider Contract Status Information and Contracts panels provide users the ability to view basic 
provider service location information and current contract status.  
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Navigational Path: Provider Enrollment – Provider Contract Status – enter search criteria – search – select 
search results 

Step Action Result 

Start from the Provider Enrollment menu. 

1 Select the Provider Contract Status 
submenu. 

The Provider Contract Status search panel 
displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Search Results panel displays. 

4 Select a provider or application from the 
search results panel. 

The provider contract information is displayed 
in detail. 

 

Field Descriptions 

Field Help Description 

Address 1 Displays the first line of the provider's service location address. (Read-Only)  

Address 2 Displays the second line of the provider's service location address. (Read-
Only)  

City, State Displays the city and state of the provider's service location address. (Read-
Only)  

Contract Displays the contract description in which the provider is enrolled. (Read-
Only)  

Effective Date Displays the effective date for the contract. (Read-Only)  

Email Address Displays the e-mail address for the provider. (Read-Only)  

Fax Number Displays the fax number for the provider.  
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Field Help Description 

Name Displays the name of the provider. (Read-Only)  

Phone Number Displays the phone number for the provider. (Read-Only)  

Provider Reference ID Displays the reference ID of the provider. (Read-Only)  

Provider Type Displays the description of the type of provider. (Read-Only)  

Status Displays the status of the contract. (Read-Only) 

Status Reason Code Displays the reason for the contract status. (Read-Only)  

ZIP Displays the ZIP code and ZIP code extension of the provider's service 
location address. (Read-Only)  

 

 
The EFT (Electronic Funds Transfer) Agreement panel allows users to create a PDF request for EFT 
changes or additions. The user may print or save the document, after which, they must follow the 
instructions and return the completed form and required attachment(s) to the address indicated. 

Navigational Path: Provider Enrollment – EFT Agreement 

Step Action Result 

Start from the Provider Enrollment menu. 

1 Select the EFT Agreement submenu. The Electronic Funds Transfer Agreement 
panel displays. 
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Field Descriptions 

Field Help Description 

Account Number Displays the account number for the EFT.  

Authorized Signature This section of the panel contains information about the authorized signature 
for the EFT agreement.  

City Displays the city of the address for the payee provider.  

clear This button clears the search criteria fields.  

Contact Name Displays the contact name for the payee provider associated with this EFT.  

create This button creates the PDF for the EFT request. 

E-Mail Address Displays the contact's E-Mail Address for the payee provider.  

Fax Number Displays the contact's fax number for the payee provider.  

Financial Institution 
Information 

This section of the panel contains information about the financial institution to 
be used in the EFT transaction.  

Financial Institution 
Name 

Displays the name of the financial institution associated with this EFT.  

Include with Submission This section of the panel displays the reason for submitting an EFT 
Agreement.  
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Field Help Description 

Name of Signer Displays the name of the person signing the EFT agreement.  

Note Displays important information about the fields in the Authorized Signature 
section and how to process the signature field on the form that is created.  

Pay To Provider Address This section of the panel contains the address information about the payee 
provider.  

Payee Medicaid ID Displays the Georgia Medicaid ID for the payee provider.  

Payee Provider Contact 
Information 

This section of the panel contains contact information for the payee provider.  

Payee Provider Federal 
TIN or EIN 

Displays the tax identification number (TIN) or federal employer identification 
(FEI) number of the payee provider.  

Payee Provider 
Identifiers 

This section of the panel contains identifiers for the payee provider.  

Payee Provider 
Information 

This section of the panel contains name and address information about the 
payee provider.  

Payee Provider NPI Displays the national provider identifier (NPI) of the payee provider.  

Payee Provider Name Displays the name of the payee provider to whom EFT payment will be made.  

Reason for Submission This section of the panel displays the reason for submitting an EFT agreement.  

Requested EFT 
Start/Change/Cancel 
Date 

Displays the date the EFT request was made.  

Routing Number Displays the routing number of the financial institution to be associated with this 
EFT.  

Select One Document Displays the type of document that will be submitted with the EFT agreement.  

Select One Reason Displays the selected reason for submitting an EFT Agreement.  

Signing Date Displays the date the EFT agreement is signed.  

State Displays the state of the address for the payee provider.  

Street Displays the street of the address for the payee provider.  
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Field Help Description 

Telephone Number Displays the contact's telephone number for the payee provider.  

top of page This button jumps the user to the top of the page.  

Title of Signer Displays the title of the person who will be signing the EFT agreement.  

Type of Account Displays the account type to be used in this EFT.  

ZIP Displays the ZIP of the address for the payee provider.  

Electronic Funds Transfer Agreement Panel: 

Note: Fields marked with an asterisk are required. Otherwise, the field is optional. 

Step Action Result 

1 Enter Payee Provider Name*.  

2 Enter pay to Street*.  

3 Enter pay to City*.  

4 Select pay to State*.  

5 Enter pay to ZIP*.  

6 Enter Payee Medicaid ID.  

7 Enter Payee Provider Federal TIN or EIN*.  

8 Enter Payee Provider NPI.  

9 Enter contact Name*.  

10 Enter contact Telephone Number*.  

11 Enter contact E-Mail Address.  

12 Enter contact Fax Number.  

13 Enter financial institution Name*.  

14 Enter financial institution Routing Number*.  
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Step Action Result 

15 Select financial institution Type of Account*.  

16 Enter financial institution Account Number*.  

17 Select One Reason for submission.  

18 Select One Document* with submission.  

19 Enter Name of Signer*.  

20 Enter Title of Signer*.  

21 Enter Signing Date*.  

22 Enter Requested EFT Start/Change/Cancel 
Date*. 

 

23 Select create. The PDF for the EFT Agreement is created and 
available to be saved or printed and sent to the 
appropriate mailing address. 

 
The enrollment template manager page allows users to manage their enrollment templates on the secure 
Web Portal.  

The ability to apply a template to a provider enrollment application is provided upon logging in with the same 
credentials used to create the template. Within the provider enrollment application, the template featured is 
displayed (at the top of the panel). Select a template from the drop-down menu. Once selected, the panel 
will be populated with the template data.  

Example: 

 

Navigational Path: Provider Enrollment – Enrollment Template Manager 

Step Action Result 

Start from the Provider Enrollment menu. 

1 Select the Enrollment Template Manager 
submenu. 

The Enrollment Template Manager panel 
displays. 
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Field Descriptions 

Field Help Description 

add This button is used to create a new enrollment template.  

clear This button clears the search criteria fields.  

search This button is used to initiate the search.  

Template Name Displays the template name. 

Enrollment Template Manager Panel - Search: 

Step Action Result 

1 Enter Template Name.  

2 Click search. The Search Results panel displays. Select the 
record to view, update or delete. 

Enrollment Template Manager Panel - Add: 

Step Action Result 

1 Click add. The Template panel displays. Continue to the 
section 13.9. 

 

 
The template panel allows users to add a new template, update a template, copy a template, or delete a 
template. 

Navigational Path: Provider Enrollment – Enrollment Template Manager 
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Template Panel - Add: 

Step Action Result 

Start from the Provider Enrollment menu. 

1 Select the Enrollment Template Manager 
submenu. 

The Enrollment Template Manager panel 
displays. 

2 Click add. The Template panel displays. 

 

Field Descriptions 

Field Help Description 

ATN Displays the application tracking number (ATN), which uniquely identifies a 
provider application.  

Application Name Displays the business or last name for the enrollment application.  

exit This button is used to exit the template and return to the Enrollment Template 
Manager.  

Existing ATN Displays the existing application tracking number (ATN), which uniquely 
identifies a provider application.  

Existing Application 
Name 

Displays the business or last name for the existing enrollment application.  

template manager This button is used to exit the template and return to the Enrollment Template 
Manager.  

Template Name Displays the name of the template.  
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Template Panel - Add: 

Step Action Result 

1 Enter Template Name. If copying from an existing application, enter the 
Existing ATN and Existing Application 
Name. 

2 Click continue. The next panel in the template displays. 
Complete each panel as desired and click save 
& continue. Upon reaching the end, click save. 

If an existing application is found, a pop-up will 
appear that the application was copied to the 
template. Update the values as desired and 
click save & continue. Upon reaching the end, 
click save. 

 

Template Panel – Update, Delete, or Copy Template: 

Step Action Result 

Start from the Provider Enrollment menu. 

1 Select the Enrollment Template Manager 
submenu. 

The Enrollment Template Manager panel 
displays. 

2 Click an existing template in the list. The Template panel displays. 

 

Field Descriptions 

Field Help Description 

copy template This button is used to copy the existing template to a new template.  

delete template This button is used to delete the template.  

exit This button is used to exit the template and return to the Enrollment Template 
Manager.  
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Field Help Description 

template manager This button is used to exit the template and return to the Enrollment Template 
Manager.  

Template Name Displays the name of the template.  

update template This button directs the user to the next panel in the template.  

 

Template Panel – Update, Delete, or Copy Template: 

Step Action Result 

To 
Delete 

Click delete template. A pop-up displays confirming the deletion. Click 
ok to continue or cancel. 

To 
Copy 

Click copy template. Enter the New Template Name and click 
continue copy. Update the values as desired 
and click save & continue. Upon reaching the 
end, click save. 

To 
Update 

Click update template. The next panel in the template displays. Update 
the values as desired and click save & 
continue. Upon reaching the end, click save. 
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  Electronic Data Interchange (EDI) Overview 
The EDI menu supplies trading partners and providers information related to Health Insurance Portability 
and Accountability Act (HIPAA). This includes the availability of EDI enrollment forms, contact information, 
vendor information, and more. 

The EDI submenu includes: 

1. Submitter Information 

2. Companion Guides and Manuals 

3. Vendor List 

4. Registration Forms 

5. FAQ 

 

 
The Submitter Information panel provides users to download and view information related to submitting 
electronically to Georgia Medicaid. 

Navigational Path: EDI – Submitter Information 

Step Action Result 

Start from the EDI menu. 

1 Select the Submitter Information submenu. The Submitter Information page displays. 

 

Field Descriptions 

Field Help Description 

File Type Displays the file type of the publication available for download. (Read-Only)  

Release Date Displays the date that this publication was updated or became available. 
(Read-Only) 

Size (KB) Displays the size of the publication available for download. (Read-Only) 

Title Displays the title of the publication or application, which is clickable so the user 
may begin downloading the requested file. (Read-Only)  
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The Companion Guides and Manuals page provides users the ability to download and view companion 
guides related to HIPAA and submission guides from the public Web Portal. 

Navigational Path: EDI – Companion Guides and Manuals 

Step Action Result 

Start from the EDI menu. 

1 Select the Companion Guides and Manuals 
submenu. 

The Companion Guide and Manuals page 
displays. 

 

Field Descriptions 

Field Help Description 

File Type Displays the file type of the publication available for download. (Read-Only)  

Release Date Displays the date that this publication was updated or became available. 
(Read-Only) 

Size (KB) Displays the size of the publication available for download. (Read-Only) 

Title Displays the title of the publication or application, which is clickable so the user 
may begin downloading the requested file. (Read-Only)  

 

 
The Vendor List panel provides users the ability to download and view vendor lists with names and contact 
information for available trading partners that have signed an agreement with Georgia Medicaid. 

Navigational Path: EDI – Vendor List 

Step Action Result 

Start from the EDI menu. 

1 Select the Vendor List submenu. The Vendor List page displays. 
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Field Descriptions 

Field Help Description 

File Type Displays the file type of the publication available for download. (Read-Only)  

Release Date Displays the date that this publication was updated or became available. 
(Read-Only) 

Size (KB) Displays the size of the publication available for download. (Read-Only) 

Title Displays the title of the publication or application, which is clickable so the user 
may begin downloading the requested file. (Read-Only)  

 

 
The Registration Forms panel provides users the ability to download and view EDI registration forms from 
the public Web Portal. 

Navigational Path: EDI – Registration Forms 

Step Action Result 

Start from the EDI menu. 

1 Select the Registration Forms submenu. The Registration Forms page displays. 

 

Field Descriptions 

Field Help Description 

File Type Displays the file type of the publication available for download. (Read-Only)  

Release Date Displays the date that this publication was updated or became available. 
(Read-Only) 

Size (KB) Displays the size of the publication available for download. (Read-Only) 

Title Displays the title of the publication or application, which is clickable so the user 
may begin downloading the requested file. (Read-Only)  
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The EDI FAQ panels provide users the ability to download and view frequently asked questions and 
responses in relation to EDI processing and procedures. 

Navigational Path: EDI – FAQ 

Step Action Result 

Start from the EDI menu. 

1 Select the FAQ submenu. The EDI FAQ page displays. 

 

Field Descriptions 

Field Help Description 

File Type Displays the file type of the publication available for download. (Read-Only)  

Release Date Displays the date that this publication was updated or became available. 
(Read-Only) 

Size (KB) Displays the size of the publication available for download. (Read-Only) 

Title Displays the title of the publication or application, which is clickable so the user 
may begin downloading the requested file. (Read-Only)  
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 Pharmacy Menu Overview 
The Pharmacy menu provides users information related to the pharmacy program, such as drug pricing, 
forms, Medicare information, and the pharmacy prior approval process. 

The Pharmacy submenu includes: 

1. Pharmacy Notices 

2. GMAC List 

3. Medicare Updates 

4. Other Documents 

5. Prior Approval Process 

 

 
The Pharmacy Notices page provides users the ability to download and view pharmacy related publications, 
such as pharmacy banner messages, from the public Web Portal. 

Navigational Path: Pharmacy – Pharmacy Notices 

Step Action Result 

Start from the Pharmacy menu. 

1 Select the Pharmacy Notices submenu. The Pharmacy Notices panel displays. 

 

Field Descriptions 

Field Help Description 

File Type Displays the file type of the publication available for download. (Read-Only)  

Release Date Displays the date that this publication was updated or became available. 
(Read-Only) 

Size (KB) Displays the size of the publication available for download. (Read-Only) 

Title Displays the title of the publication, which is clickable so the user may begin 
downloading the requested publication. (Read-Only)  
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The Pricing List panel provides users the ability to download and view listings which identify the maximum 
reimbursement for each multiple source product from the public Web Portal. Users will be able to filter the 
Georgia Maximum Allowable Cost (GMAC) and Select Specialty Pharmacy Rates (SSPR) lists based on 
specific groups, by selecting a value and pressing the go button. This will reduce the list of available pricing 
lists to those within the selected group. All lists will automatically be displayed when accessing the Pricing 
List page. 

Navigational Path: Pharmacy – Pricing List 

Step Action Result 

Start from the Pharmacy menu. 

1 Select the Pricing List submenu. The Pricing List panel displays. 

 

Field Descriptions 

Field Help Description 

Category Displays the type of publication available for download. (Read-Only) 

File Type Displays the file type of the publication available for download. (Read-Only)  

Release Date Displays the date that this publication was updated or became available. 
(Read-Only)  

Size (KB) Displays the size of the publication available for download. (Read-Only)  

Title Displays the title of the publication, which is clickable so the user may begin 
downloading the requested publication. (Read-Only)  

 

 
The Medicare Pharmacy Updates panel provides users the ability to download and view drug coverage 
information for dual eligible (members with active Medicare and Medicaid coverage) from the public Web 
Portal. 
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Navigational Path: Pharmacy – Medicare Updates 

Step Action Result 

Start from the Pharmacy menu. 

1 Select the Medicare Updates submenu. The Medicare Pharmacy Updates panel 
displays. 

 

Field Descriptions 

Field Help Description 

File Type Displays the file type of the publication available for download. (Read-Only)  

Release Date Displays the date that this publication was updated or became available. 
(Read-Only)  

Size (KB) Displays the size of the publication available for download. (Read-Only)  

Title Displays the title of the publication, which is clickable so the user may begin 
downloading the requested publication. (Read-Only)  

 

 
The Other Pharmacy Updates panel provides users the ability to download and view additional documents 
related to the pharmacy program from the public Web Portal. 

Navigational Path: Pharmacy – Other Documents 

Step Action Result 

Start from the Pharmacy menu. 

1 Select the Other Documents submenu. The Other Pharmacy Documents panel 
displays. 

 

Field Descriptions 

Field Help Description 

File Type Displays the file type of the publication available for download. (Read-Only)  
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Field Help Description 

Release Date Displays the date that this publication was updated or became available. 
(Read-Only)  

Size (KB) Displays the size of the publication available for download. (Read-Only)  

Title Displays the title of the publication, which is clickable so the user may begin 
downloading the requested publication. (Read-Only)  

 

 
The Prior Approval Process panel provides users the ability to download and view prior approval information 
related to the pharmacy program from the public Web Portal. 

Navigational Path: Pharmacy – Prior Approval Process 

Step Action Result 

Start from the Pharmacy menu. 

1 Select the Prior Approval Process 
submenu. 

The Prior Approval Process panel displays. 

 

Field Descriptions 

Field Help Description 

File Type Displays the file type of the publication available for download. (Read-Only)  

Release Date Displays the date that this publication was updated or became available. 
(Read-Only)  

Size (KB) Displays the size of the publication available for download. (Read-Only)  

Title Displays the title of the publication, which is clickable so the user may begin 
downloading the requested publication. (Read-Only)  
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 Providers Menu Overview 
The Providers menu furnishes registered providers and authorized billing agent Web users with the ability to 
view their rates and bed registry information, update their demographic information, and search for 
procedure and EOB information.  

The Providers submenu includes: 

1. Secure Home 

2. Demographic Maintenance 

3. Direct Exchange Address 

4. Rate Information 

5. Bed Registry 

6. Procedure Search 

7. EOB Search 

8.  Provider Recredential/Revalidation 

9.  Patient Profile 

10. Change of Information 

 

 
The Secure Home page is the landing page for providers on the secure portion of the Web Portal. From this 
page, a provider can view IDs, Actions Needed, service location information, and the list of unread 
messages.  

Navigational Path: Providers - Secure Home 

Step Action Result 

Start from the secured Providers menu. 

1 Select the Secure Home submenu. The Secure Home page displays. 
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Field Descriptions – Actions Needed Panel  

Field Help Description 

Notification Date Displays the date the Action Needed notification was sent to the provider. 
(Read Only) 

Description Displays the description of the Action Needed notification.  

 

Field Descriptions - Provider Service Location Information Panel  

Field Help Description 

Address 1 Displays the first line of the service location address for the provider. (Read-
Only)  

Address 2 Displays the second line of the service location address for the provider. 
(Read-Only)  

City, State Displays the city and state of the service location address for the provider. 
(Read-Only)  

Medicaid Provider ID Displays the Georgia Medicaid identification number for the service location of 
the provider. (Read-Only)  

Name Displays the name of the provider. (Read-Only)  
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Field Help Description 

National Provider ID Displays the national provider identification number of the provider. (Read-
Only)  

Provider Type Displays the provider type code and description for which the provider has 
been enrolled. (Read-Only)  

ZIP Displays the ZIP code and ZIP code extension of the service location address 
for the provider. (Read-Only)  

Field Descriptions - Message(s) Panel  

Field Help Description 

Category Displays the category of the message. (Read-Only)  

Deselect All This button un-check’s all the Remove check boxes on this page.  

Effective Date Displays the effective date of the message. (Read-Only)  

End Date Displays the end date of the message. (Read-Only)  

Message Displays the body of the message being displayed. (Read-Only)  

Remove Displays if the message is to be removed from the message list.  

Save This button saves the removal of messages from the message list when a 
check mark is indicated on the remove field.  

Select All This button will check all the Remove check boxes on this page.  

Sent Date Displays the sent date of the message. (Read-Only)  

Subject Displays the subject line of the message. (Read-Only)  

Messages Panel 

Step Action Result 

To remove messages. 

1 Insert a check in the remove box for the 
appropriate message(s) or click Select All to 
remove all messages. 

 

2 Click Save. The selected message(s) is removed. 
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The provider recredential/revalidation required for service location panel allows providers to view an alert 
notifying that they are required to start and submit a recredential/revalidation application. This alert appears 
when the suspension date is six months or less in the future and a recredential/revalidation application has 
not yet been completed and approved.  

Navigational Path: Providers - Secure Home 

Step Action Result 

Start from the secured Providers menu. 

1 Select the Secure Home submenu. The Provider Recredential/Revalidation 
Required for Service Location panel displays. 
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Field Descriptions - Provider Recredential/Revalidation Required for Service Location Panel  

Field Help Description 

Address 1 Displays the first line of the service location address for the 
provider. (Read-Only)  

Address 2 Displays the second line of the service location address for the 
provider. (Read-Only)  

City, State Displays the city and state of the service location address for the 
provider. (Read-Only)  

Medicaid Provider ID Displays the Georgia Medicaid identification number for the service 
location of the provider. (Read-Only)  

Message Displays the body of the message being displayed. (Read-Only)  

Name Displays the name of the provider. (Read-Only)  

National Provider ID Displays the national provider identification number of the provider. 
(Read-Only)  

Provider Type Displays the provider type code and description for which the 
provider has been enrolled. (Read-Only)  

Recredential/Revalidation Due Date Displays the date the provider is required to recredential/revalidate. 
(Read-Only)  

Suspension Date Displays the date the provider is required to recredential/revalidate 
for the Medicaid/PeachCare for Kids® programs. (Read-Only)  

ZIP Displays the ZIP code and ZIP code extension of the service 
location address for the provider. (Read-Only)  

 

 
The Demographic Maintenance panel allows providers and billing agents to view and update demographic 
information related to the provider account that has logged onto the secure Web Portal. 

Navigational Path: Providers – Demographic Maintenance 

Step Action Result 

Start from the secured Providers menu. 
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Step Action Result 

1 Select the Demographic Maintenance 
submenu. 

The Provider Information panel displays. 

 

 
 

Field Descriptions 

Field Help Description 

340B Program Indicates if a Pharmacy is a 340B Pharmacy. Values are 'Y' and 'N'. (Read-
Only)  

Address 1 Displays the first line of the service location address. (Read-Only)  

Address 2 Displays the second line of the service location address. (Read-Only)  

Address Type Displays the type of address being shown. (Read-Only)  

Billing Code Displays the description of the code indicating the type of billing, if any, that 
can occur at this service location. (Read-Only)  

CDS Number Displays the Controlled Dangerous Substances (CDS) number. (Read-Only) 

Chain ID Displays the ID of the pharmacy or other chain this provider belongs to. (Read-
Only) 
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Field Help Description 

City/State Displays the city and state of the service location address. (Read-Only)  

County Displays the county of the service location address. (Read-Only)  

CVO Recredentialing 
Required 

Displays whether or not the provider is due for CVO recredentialing. (Read-
Only) 

Date of Birth Displays the date of birth for the provider.  

DBA Name Displays the doing business as name. (Read-Only)  

DEA Permit Number Displays the drug enforcement agency permit number. (Read-Only)  

Facility Type Displays the ownership (public or private) of the provider. (Read-only)  

Federal Vaccines for 
Children Participation 

Indicates if this service location participates in the Vaccine for Children 
program. (Read-Only)  

FEIN Effective Date Displays the effective date that the payee provider's federal employee 
identification number was tied to the provider. (Read-Only)  

Georgia Registry of 
Immunization 
Transactions and 
Services 

Indicates if this service location participates in GRITS. (Read-Only)  

Hospital Displays the total number of hospital beds for the provider. (Read-Only)  

ICF/MR Displays the total number of Intermediate Care Facility/Mental Retardation 
beds for the provider. (Read-Only)  

Last CVO Recredential 
Date 

Displays the last date the provider credentialed. (Read-Only)  

Last Revalidation Date Displays the last date the provider revalidated. (Read-Only)  

Liability Insurance 
Amount 

Displays the amount of liability insurance purchased for this service location. 
(Read-Only)  

Medicaid Provider ID Displays the Georgia Medicaid provider identification number for the provider. 
(Read-Only)  

National Provider ID The national provider identification number for the provider. (Read-Only)  
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Field Help Description 

NCPDP Number Displays the National Council for Prescription Drug Programs (NCPDP) 
number for the provider. (Read-Only)  

Newborn Eligibility Indicates whether the provider is eligible to treat newborns. (Read-Only)  

Next CVO Recredential 
Date 

Displays the next date the provider is scheduled to credential. (Read-Only)  

Next Revalidation Date Displays the next date the provider is scheduled to revalidate. (Read-Only)  

Nursing Facility Displays the total number of nursing home care beds for the provider. (Read-
Only)  

Ownership Indicates whether provider account has an ownership interest in another 
provider or organization. (Read-Only.)  

Payee FEIN (Last 4) Displays only the last four of the payee provider's federal employee 
identification number that was tied to the provider. (Read-Only)  

Payee Name Displays the name of the payee provider that is affiliated with the provider. 
(Read-Only)  

Payee Provider ID Displays the Georgia Medicaid ID of the payee provider that is affiliated with 
the provider. (Read-Only)  

Phone Displays the phone number for the provider. (Read-Only)  

Practice Type Displays the type of practice for the provider. (Read-Only)  

Profit Indicator Displays if the provider receives profit for the services provided. (Read-Only)  

Provider Type Displays the code and description of the provider type. (Read-Only)  

PRTF Displays the total number of Psychiatric Residential Treatment Facility beds for 
the provider. (Read-Only)  

SSN (Last 4) Displays only the last four digits of the Social Security number (SSN) for the 
provider. (Read-Only)  

Swing Bed Displays the total number of swing care beds for the provider. (Read-Only)  

Tax ID (Last 4) Displays the last four digits of the provider's Tax ID number. (Read-Only) 

UPIN Displays the unique physician identification number for the provider. (Read-
Only)  
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Field Help Description 

ZIP Displays the ZIP code and ZIP code extension of the service location address. 
(Read-Only)  

 

Updating Provider Information 
Step Action Result 

1 Enter the date of birth.  

2 Click Save. The appropriate response appears at the top of 
the page. 

 

 
The Service Location panel allows providers and billing agents to view and update their patient 
demographics, correspondence indicators, practice hours and accessibility information.  

Navigational Path: Providers – Demographic Maintenance 

Step Action Result 

Start from the secured Providers menu. 

1 Select the Demographic Maintenance 
submenu. 

The Service Location panel displays. 
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Field Descriptions 

Field Help Description 

Accepting New 
Patients? 

Displays if the provider’s service location is or is not accepting new patients.  

Accessible by Bus? Displays whether or not the service location is accessible by bus.  

Accessible by Public 
Transport? 

Displays whether or not the service location is accessible by public 
transportation.  

Accessible by Regional 
Train? 

Displays whether or not the service location is accessible by regional train.  

Accessible by Subway? Displays whether or not the service location is accessible by subway.  

Are you a Community 
Service Board (CSB)? 

Displays whether or not the service location is enrolled as a Community 
Service Board (CSB).  

Are you Board Certified? Displays whether or not the provider is board certified. 
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Field Help Description 

Board Certified Effective 
Date 

Displays the Effective Date of the board certification. 

Board Certified 
Expiration Date 

Displays the Expiration Date of the board certification. 

Are you a Primary Care 
Provider (PCP)? 

Displays if the provider's service location is or is not a Primary Care Provider. 

Are you enrolled in 
Medicare? 

Displays if the provider is or is not currently enrolled in Medicare. 

Beginning Age Range Displays the beginning age that the provider serves at the location.  

Closed Displays if the provider location is closed on this day.  

Correspondence 
Preference 

Displays which medium the applicant prefers to receive their letters from 
Georgia Medicaid.  

Do you use 
Telemedicine Services? 

Displays if the provider's service location is or is not providing telemedicine 
services 

Ending Age Range Displays the ending age that the provider serves at the location.  

Enrolling under a 
Facility? 

Displays if the provider's service location is enrolled under a facility. 

Friday Open/Close Displays the opening and closing times for Friday.  

Medicare Effective Date Displays the effective date the provider was enrolled with Medicare.  

Monday Open/Close Displays the opening and closing times for Monday.  

Office Meets ADA 
Accessibility? 

Displays whether or not the service location meets ADA accessibility 
requirements.  

Open 24 Hours? Displays if the provider location is open 24 hours.  

Patient Age 
Range/Other Range 

Displays the age range of patients that the provider serves at the location.  

Receive Bulletins by 
Mail? 

Displays if the provider has elected to receive bulletins through the United 
States Postal Service (USPS). The field will be disabled so changes cannot be 
made when the value has been saved as none.  
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Field Help Description 

Saturday Open/Close Displays the opening and closing times for Saturday.  

Sunday Open/Close Displays the opening and closing times for Sunday.  

TDD/TYY? Displays if the location has TDD/TYY capabilities.  

Thursday Open/Close Displays the opening and closing times for Thursday.  

Tuesday Open/Close Displays the opening and closing times for Tuesday.  

Wednesday Open/Close Displays the opening and closing times for Wednesday.  

Updating Service Location Information 

Step Action Result 

1 Select the drop-down in the field(s) to update 
and perform update. (Board Certified change 
to ‘Yes’, the Effective/Expiration Date fields 
are activated.) 

Board Certified = Yes; Effective and Expiration 
Dates must be entered. 

2 Click Save. The appropriate response appears at the top of 
the page. 

 

 
The Credentials panel allows providers and billing agents to view license, certification, and permit 
information for the provider that has logged onto the secure Web Portal. 

Navigational Path: Providers – Demographic Maintenance 

Step Action Result 

Start from the secured Providers menu. 

1 Select the Demographic Maintenance 
submenu. 

The Credentials panel displays. 
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Field Descriptions 

Field Help Description 

Board Order Indicator Displays the Board Order Indicator of the credential associated with the 
provider. (Read-Only)  

Credential Number Displays the identifying number of the credential associated with the provider. 
(Read-Only)  

Credential Type Displays the credential type (License, Permit, Certification) of the credential 
associated with the provider. (Read-Only)  

Effective Date Displays the effective date for the credential segment. (Read-Only)  

End Date Displays the end date for the credential segment. (Read-Only)  

Licensing 
Board/Certifying Body 

Displays the Licensing Board or Certifying Body that issued the credential 
associated with the provider. (Read-Only)  

State Displays the state that issued the credential associated with the provider. 
(Read-Only)  

 

 
The Categories of Service panel allows providers and billing agents to view the categories of service related 
to the provider account that has logged onto the secure Web Portal. The Categories of Service indicates 
which services the provider may render and bill claims against. 

Navigational Path: Providers – Demographic Maintenance 

Step Action Result 

Start from the secured Providers menu. 

1 Select the Demographic Maintenance 
submenu. 

The Categories of Service panel displays. 
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Field Descriptions 

Field Help Description 

COS Displays the category of service code in which the provider is or has been 
enrolled. (Read-Only)  

Description Displays the category of service description in which the provider is or has 
been enrolled. (Read-Only)  

Effective Date Displays the effective date for the category of service segment. (Read-Only)  

End Date Displays the end date for the category of service segment. (Read-Only)  

Status Displays the status for the category of service segment. (Read-Only)  

Status Reason Displays the reason for the status for the category of service segment. (Read-
Only)  

 

 
The Specialties panel allows providers and billing agents to view the specialties related to the provider 
account that has logged onto the secure Web Portal. The specialties indicate which services the provider 
may render and bill claims against. 

Navigational Path: Providers – Demographic Maintenance 

Step Action Result 

Start from the secured Providers menu. 

1 Select the Demographic Maintenance 
submenu. 

The Specialties panel displays. 

 

Field Descriptions 

Field Help Description 

Description Displays the description representing the specialized area of practice for a 
provider. (Read-Only)  

Effective Date Displays the effective date for the specialty segment. (Read-Only)  

End Date Displays the end date for the specialty segment. (Read-Only)  
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Field Help Description 

Specialty Displays the code representing the specialized area of practice for a provider. 
(Read-Only)  

 

 
The Taxonomies panel allows providers and billing agents to add, view, update, and delete the taxonomies 
related to the provider account that has logged onto the secure Web Portal. The taxonomies can be used by 
the provider when filing claims. 

Navigational Path: Providers – Demographic Maintenance 

Step Action Result 

Start from the secured Providers menu. 

1 Select the Demographic Maintenance 
submenu. 

The Taxonomies panel displays. 

 

Field Descriptions 

Field Help Description 

add This button is used to add data to a panel.  

delete This button is used to delete data from a panel.  

Description Displays the description of the taxonomy code for the provider. (Read-Only)  

Effective Date Displays the effective date for the taxonomy segment.  

Primary Indicator Indicates this is the primary taxonomy of the provider.  

Taxonomy Displays the taxonomy code for the provider.  

16.8.1 Adding a Taxonomy 
Step Action Result 

1 Click add. A new row appears. 
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Step Action Result 

2 Select the Primary Indicator* from the drop-
down list. 

 

3 Enter the Taxonomy* or click [Search] to 
select from down list. 

Clicking [Search] activates the Search panel. 

4 Enter the Effective Date*.  

5 Click Save. The appropriate response appears at the top of 
the page. 

16.8.2 Updating a Taxonomy 
Step Action Result 

1 Select the field(s) to update and perform 
update. 

 

2 Click Save. The appropriate response appears at the top of 
the page. 

16.8.3 Deleting a Taxonomy 
Step Action Result 

1 Select the taxonomy line to delete.  

2 Click delete. A confirmation pop-up window appears. 

3 Click OK to confirm selection.  

4 Click Save. The appropriate response appears at the top of 
the page. 

 

 
The Service Language panel allows providers and billing agents to view, add, or update languages spoken 
by the provider which is logged onto the secure Web Portal. 

Navigational Path: Providers – Demographic Maintenance 

Step Action Result 

Start from the secured Providers menu. 
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1 Select the Demographic Maintenance 
submenu. 

The Service Language panel displays. 

 

 

Field Descriptions 

Field Help Description 

add This button is used to add data to a panel.  

delete This button is used to delete data from a panel.  

Language Displays the description of the language that the provider speaks.  

Primary Indicator Indicates this is the primary language spoken by the provider. Only one 
language may (and must) be marked as the primary language.  

16.9.1 Adding a Service Language 
Step Action Result 

1 Click add. A new row appears. 

2 Select the Primary Indicator* from the drop-
down list. 

 

3 Select the Language* from the drop-down 
list. 

 

4 Click Save. The appropriate response appears at the top of 
the page. 

16.9.2 Updating a Service Language 
Step Action Result 

1 Select the field(s) to update and perform 
update. 

 

2 Click Save. The appropriate response appears at the top of 
the page. 
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16.9.3 Deleting a Service Language 
Step Action Result 

1 Select the service language line to delete.  

2 Click delete and OK to confirm selection.  

3 Click Save. The appropriate response appears at the top of 
the page. 

 

 

The Location Name Address panel allows providers and billing agents to view detailed information related to 
each of the four address types displayed for the provider account that has logged onto the secure Web 
Portal.  

Providers may only update their mail to address, e-mail, phone, after hours and fax numbers, handicap 
accessibility, and Web site address information through the secure Web Portal. Otherwise, providers may 
select the change address help button to receive additional information regarding how to update their 
location name and address information. 

Extra Features: Users may select the change address help button to view additional information regarding 
how to update their location name and address information with Georgia Medicaid. 

Navigational Path: Providers – Demographic Maintenance 

Step Action Result 

Start from the secured Providers menu. 

1 Select the Demographic Maintenance 
submenu. 

The Location Name Address panel displays. 
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Field Descriptions 

Field Help Description 

Address 1 Displays the first line of the selected address. (Read-Only unless address type 
is mail to)  

Address 2 Displays the second line of the selected address. (Read-Only unless address 
type is mail to)  

Address Type Displays the type of address being shown. (Read-Only)  

After Hours Phone Displays the after-hours phone number and extension for the provider.  

change address help This button displays additional information regarding how the provider can 
update their location name and address information.  

City Displays the city of the selected address. (Read-Only unless address type is 
mail to)  

County Displays the county of the selected address. (Read-Only unless address type 
is mail to) 

E-mail Displays the e-mail address for the provider.  

Fax Displays the fax number for the provider.  

Handicap Accessible? Displays if the location is handicap accessible.  

Latitude Displays the calculated latitude of the address. (Read-Only)  
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Field Help Description 

Longitude Displays the calculated longitude of the address. (Read-Only)  

Name Displays the name of the provider. (Read-Only)  

Name Type Displays if the provider name is their business or personal name. (Read-Only)  

Phone Displays the phone number and extension for the provider.  

State Displays the state of the selected address. (Read-Only unless address type is 
mail to)  

Title Displays the official title of the provider's name. (Read-Only)  

Web Site Address Displays the Web site address for the provider.  

ZIP Displays the ZIP code and ZIP code extension of the selected address. (Read-
Only unless address type is mail to)  

ZIP + 4 [List] Displays the ZIP Code extension of the selected address for the provider. 
(Read-Only)  

Updating the Panel  
Step Action Result 

1 Select the field(s) to update and perform 
update. 

 

2 Click Save. The appropriate response appears at the top of 
the page. 

 

 

The EFT Account panel allows providers and billing agents to view electronic funds transfer account 
information related to the provider account that has logged onto the secure Web Portal.  

Providers may select the change bank help button to receive additional information regarding how to update 
their EFT account information. 

Extra Features: Users may select the change bank help button to view additional information regarding how 
to update their bank account information with Georgia Medicaid. 

Navigational Path: Providers – Demographic Maintenance 
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Step Action Result 

Start from the secured Providers menu. 

1 Select the Demographic Maintenance 
submenu. 

The EFT Account panel displays. 

 

Field Descriptions 

Field Help Description 

ABA Number Displays the bank routing number to which the funds are transferred to. (Read-
Only)  

Account Type Displays the bank account type. (Read-Only)  

change bank help This button displays additional information regarding how the provider can 
update their electronic funds transfer account information.  

Effective Date Displays the effective date of the EFT account. (Read-Only)  

EFT Account Number  
(Last 4) 

Displays only the last four digits of the bank account number. (Read-Only)  

EFT Status Displays the status of the EFT account. (Read-Only)  

End Date Displays the end date of the EFT account. (Read-Only)  

Financial Institution Displays the name of the financial institution. (Read-Only)  

Last Change Date Displays the last change date of the EFT account. (Read-Only)  

Name On Account Displays the name of the owner of the EFT account. (Read-Only)  

Signee Name 1 Displays the first authorized signer name on the EFT bank account. (Read 
Only)  
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Field Help Description 

Signee Name 2 Displays the second authorized signer name on the EFT bank account. (Read 
Only)  

Signee Name 3 Displays the third authorized signer name on the EFT bank account. (Read 
Only)  

Signee Name 4 Displays the fourth authorized signer name on the EFT bank account. (Read 
Only)  

 

 
The Owners panel allows providers and billing agents to view, add, or update owners of the practice or 
institution for the provider account that has logged onto the secure Web Portal. 

Navigational Path: Providers – Demographic Maintenance 

Step Action Result 

Start from the secured Providers menu. 

1 Select the Demographic Maintenance 
submenu. 

The Owners panel displays. 

 

Field Descriptions 

Field Help Description 

add This button is used to add data to a panel.  



 Provider Web Portal Navigational Manual 

Page 176 
Gainwell Technologies Proprietary. For training purposes, this document may contain PHI 

© Copyright 2026 Gainwell Technologies 
The information contained herein is subject to change without notice. 

Field Help Description 

% Owner Displays the percentage ownership that the owner controls for 
the practice or institution.  

Address 1 Displays the first line of the address of the owner.  

Address 2 Displays the second line of the address of the owner. 

Business Name Displays the name of the organization or business that is 
involved in the ownership (Business only).  

City Displays the city of the address for the owner.  

Conviction Indicator Indicates if the owner or operator has been convicted of a 
crime related to their involvement in any program under 
Medicaid, Medicare or Title XX.  

Date of Birth Displays the date of birth of the owner (Individual only).  

delete This button is used to delete data from a panel.  

E-Mail Address Displays the e-mail address for the owner.  

FEI Number Displays the federal employer identification (FEI) number of the 
owner.  

Familial Relationship Displays the familial relationship (if any) between the owner 
and provider (Individual only).  

Fax Displays the fax number for the owner.  

First Name, MI Displays the first name of the individual that is involved in the 
ownership (Individual only).  

Is this Owner an Individual or Business? Displays if this is an Individual or Business. 

Last Name Displays the last name of the individual that is involved in the 
ownership (Individual only).  

Ownership Type Displays the ownership type of the owner.  

Phone Displays the phone number and the phone number extension 
for the owner.  
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Field Help Description 

SSN Displays the social security number (SSN) of the owner 
(Individual only).  

State Displays the state of the address for the owner.  

ZIP Displays the ZIP code and the ZIP code extension of the 
address for the owner.  

16.12.1 Adding an Owner 
Step Action Result 

1 Click add. A new row appears. 

2 Select Is this Owner an Individual or 
Business? 

The fields pertaining to the selection of the 
Individual or Business are displayed. 

3 Select the Ownership Type* from the drop-
down list. 

 

4 Enter the Business Name* or Individual Last 
and First Name* (Middle Initial is optional) of 
the owner. 

 

5 Enter the Address 1*.  

6 Enter the Address 2.  

7 Enter the City*.  

8 Select the State* from the drop-down list.  

9 Enter the ZIP*.  

10 Enter the FEI Number*. (Optional for 
individuals) 

 

11 Enter the SSN*. Displayed for individuals only. 

12 Enter the Date of Birth*. Displayed for Individuals only. 

13 Select the Familial Relationship* from the 
drop-down list. 

Displayed for Individuals only. 
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Step Action Result 

14 Enter the Phone number.  

15 Enter the Fax number.  

16 Enter the E-Mail Address.  

17 Enter the % Owner.  

18 Answer the conviction question*.  

19 Click Save. The appropriate response appears at the top of 
the page. 

16.12.2 Updating an Owner 
Step Action Result 

1 Select the field(s) to update and perform 
update. 

 

2 Click Save. The appropriate response appears at the top of 
the page. 

16.12.3 Deleting an Owner 
Step Action Result 

1 Select the owner line to delete.  

2 Click delete. A confirmation pop-up window appears. 

3 Click OK to confirm selection.  

4 Click Save. The appropriate response appears at the top of 
the page. 

 

 
The Managing Employees panel allows providers and billing agents to view, add, or update managing 
employees of the practice or institution for the provider account that has logged onto the secure Web Portal. 

Navigational Path: Providers – Demographic Maintenance 
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Step Action Result 

Start from the secured Providers menu. 

1 Select the Demographic Maintenance 
submenu. 

The Managing Employees panel displays. 

 

Field Descriptions 

Field Help Description 

add This button is used to add data to a panel.  

Address 1 Displays the first line of the address of the managing employee.  

Address 2 Displays the second line of the address of the managing employee.  

Affiliation Displays the affiliation of the managing employee.  

City Displays the city of the address for the managing employee.  

Conviction Indicator Indicates if the managing employee has been convicted of a crime related to 
Medicaid, Medicare or Title XX.  

Date of Birth Displays the date of birth of the managing employee.  

delete This button is used to delete data from a panel.  

E-Mail Address Displays the e-mail address for the managing employee.  
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Field Help Description 

Familial Relationship Displays the familial relationship (if any) between the managing employee and 
provider.  

Fax Displays the fax number for the managing employee.  

First Name, MI Displays the first name and middle initial of the managing employee.  

Last Name Displays the last name of the managing employee.  

Phone Displays the phone number and the phone number extension for the 
managing employee.  

SSN Displays the social security number (SSN) of the managing employee.  

State Displays the state of the address for the managing employee.  

ZIP Displays the ZIP code and the ZIP code extension of the address for the 
managing employee.  

16.13.1 Adding a Managing Employee 
Step Action Result 

1 Click add. A new row appears. 

2 Select the Affiliation* from the drop-down 
list. 

 

3 Enter the Last Name*.  

4 Enter the First Name*. (Middle Initial is 
optional.) 

 

5 Enter the Address 1*.  

6 Enter the Address 2.  

7 Enter the City*.  

8 Select the State* from the drop-down list.  

9 Enter the ZIP*.  
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Step Action Result 

10 Enter the SSN*.  

11 Enter the Date of Birth*.  

12 Select the Familial Relationship* from the 
drop-down list. 

 

13 Enter the Phone number.  

14 Enter the Fax number.  

15 Enter the E-Mail Address.  

16 Answer the conviction question*.  

17 Click Save. The appropriate response appears at the top of 
the page. 

16.13.2 Updating a Managing Employee 
Step Action Result 

1 Select the field(s) to update and perform 
update. 

 

2 Click Save. The appropriate response appears at the top of 
the page. 

16.13.3 Deleting a Managing Employee 
Step Action Result 

1 Select the managing employee line to 
delete. 

 

2 Click delete. A confirmation pop-up window appears. 

3 Click OK to confirm selection.  

4 Click Save. The appropriate response appears at the top of 
the page. 
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The staff panel allows providers to view the staff of the institution for the provider account that has logged 
onto the secure Web Portal.  

Navigational Path: Providers – Demographic Maintenance 

Step Action Result 

Start from the secured Providers menu. 

1 Select the Demographic Maintenance 
submenu. 

The Staff panel displays. 

 

Field Descriptions 

Field Help Description 

Credential Effective Date Displays the effective date of the credential. 

Credential Expiration Date Displays the expiration date of the credential. 

Credential Number Displays the Credential number of the staff. 

Credential Type Displays the type of credential. 

Date of Birth Displays the Date of birth of the staff. 

First Name, MI Displays the First name and middle initial of the staff. 

Issuing State Displays the issuing state of the credential. 

Last Name Displays the Last name of the staff. 

Level / Role Displays the description of the staff's level or role. 

SSN Displays the Social Security Number (SSN) of the staff. 

Type I (Individual) NPI Displays the NPI of the staff. 

 

 
The CMO (Care Management Organization) Associations panel allows providers and billing agents to view 
CMO association information for the provider that has logged onto the secure Web Portal.  
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Navigational Path: Providers – Demographic Maintenance 

Step Action Result 

Start from the secured Providers menu. 

1 Select the Demographic Maintenance 
submenu. 

The CMO Associations panel displays. 

 

Field Descriptions 

Field Help Description 

Delegated Displays if the credentialing activities have been delegated to an outside party. 
(Read-Only)  

Effective Date Displays the effective date of the CMO relationship. (Read-Only) 

End Date Displays the end date of the CMO relationship. (Read-Only)  

Name Displays the name of the CMO this provider belongs to. (Read Only)  

 

 
The Supervisors panel allows providers and billing agents to view supervisor association information for the 
provider that has logged onto the secure Web Portal.  

Navigational Path: Providers – Demographic Maintenance 

Step Action Result 

Start from the secured Providers menu. 

1 Select the Demographic Maintenance 
submenu. 

The Supervisors panel displays. 

 

Field Descriptions 

Field Help Description 

Effective Date Displays the effective date of the supervisor relationship. (Read-Only)  
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End Date Displays the end date of the supervisor relationship. (Read-Only)  

Name Displays the name of supervisor assigned to the provider. (Read-Only)  

Provider ID Displays the Medicaid provider ID of the supervisor assigned to this provider. 
(Read-Only)  

 

 
The Assistant panel allows providers and billing agents to view assistant association information for the 
provider that has logged onto the secure Web Portal.  

Navigational Path: Providers – Demographic Maintenance 

Step Action Result 

Start from the secured Providers menu. 

1 Select the Demographic Maintenance 
submenu. 

The Assistants panel displays. 

 

Field Descriptions 

Field Help Description 

Effective Date Displays the effective date of the assistant relationship. (Read-Only)  

End Date Displays the end date of the assistant relationship. (Read-Only)  

Name Displays the name of the assistant assigned to this provider. (Read-Only)  

Provider ID Displays the Medicaid provider ID of the assistant assigned to this provider. 
(Read-Only) 

 

 

The Laboratory Classifications panel allows providers and billing agents to view laboratory classification 
information for the provider that has logged onto the secure Web Portal.  

Navigational Path: Providers – Demographic Maintenance 
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Step Action Result 

Start from the secured Providers menu. 

1 Select the Demographic Maintenance 
submenu. 

The Laboratory Classifications panel displays. 

 

Field Descriptions 

Field Help Description 

FEIN (Last 4) Displays the last four of the federal employee identification number assigned 
to the lab. (Read-Only)  

CLIA ID Displays the Clinical Laboratory Improvement Amendments number assigned 
to this provider. (Read-Only)  

Effective Date Displays the effective date of this provider's CLIA relationship. (Read-Only)  

End Date Displays the end date of this provider's CLIA relationship. (Read-Only)  

Lab Name Displays the name of the lab. (Read-Only)  

 

 
The group affiliation page allows providers and billing agents to view and update group affiliation information 
related to the provider account that has logged onto the secure Web Portal. 

Navigational Path: Providers – Group Affiliation 

Step Action Result 

Start from the secured Providers menu. 

1 Select the Group Affiliation submenu. The Search for Providers in my Group, My 
Group or Group Membership and Update 
Group Affiliation End Date panels display. 



 Provider Web Portal Navigational Manual 

Page 186 
Gainwell Technologies Proprietary. For training purposes, this document may contain PHI 

© Copyright 2026 Gainwell Technologies 
The information contained herein is subject to change without notice. 

 

 
 

Field Descriptions 

Field Help Description 

Address Displays the provider address. (Read-only) 

Effective Date Displays the effective date of the group affiliation. (Read-only)  

End Date Displays the end date of the group affiliation.  

Name Displays the effective date of the group affiliation. (Read-only) 

NPI Displays the provider NPI for the group affiliation. (Read-only) 

Provider ID Displays the Medicaid provider ID for the group affiliation. (Read-only) 

Updating Group Affiliation End Date 
Step Action Result 

1 Click a row from the My Group or Group 
Membership panel. 

Update Group Affiliation End Date expands. 

2 Update End Date.  

3 Click Save. The appropriate response appears at the top of 
the page. 
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The Group Affiliations Request panel allows providers and billing agents to view, update, and add group 
affiliation requests for the provider account that has logged onto the secure Web Portal. 

Navigational Path: Providers – Group Affiliation 

Step Action Result 

Start from the secured Providers menu. 

1 Select the Group Affiliation submenu. The Requests – Group Requests for 
Provider to be Added to Their Group and 
Request or Update Group Affiliation panels 
display. 

 
 

Field Descriptions 

Field Help Description 

add This button is used to add a new group affiliation request.  

Address Displays the provider address. (Read-only) 
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Field Help Description 

delete This button is used to delete a new group affiliation request that is in a 
‘Pending’ status. Only the provider or billing agent acting on their behalf who 
made the affiliation request can delete the request. 

Effective Date Displays the effective date of the group affiliation.  

Finalized Date Displays the finalized date of the group affiliation request. (Read-0nly) 

I accept the terms of the 
Attestation Statement 

The provider selects this check box to indicate acceptance of the attestation 
statement. 

NPI Displays the provider NPI for the group affiliation. (Read-only) 

Name Displays the effective date of the group affiliation. (Read-only) 

Provider ID Displays the Medicaid provider ID for the group affiliation. (Read-only) 

Request Date Displays the request date of the group affiliation request. (Read-only) 

Request Status Displays the status reason of the group affiliation request.  

Dropdown menu 

16.20.1 Adding a Group Provider Request 
Step Action Result 

1 Click add. Provider ID and Effective Date  

2 Enter the Provider ID* or click [Search] to 
select a provider. 

Clicking [Search] activates the Search panel. 

3 Enter the Effective Date*.  

4 Check the I accept the terms of the 
Attestation Statement*. 

 

5 Click Save. The appropriate response appears at the top of 
the page. 
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16.20.2 Updating a Group Provider Request 
Step Action Result 

1 Select the row under Requests - Group 
Requests for Provider to be Added to 
Their Group to be updated. 

 

2 Select Approved by Provider or Denied by 
Provider from Request Status dropdown 
menu. 

Note: Only individual providers or Billing Agents 
acting on their behalf can approve/deny 
affiliation requests. 

3 Check the I accept the terms of the 
Attestation Statement*. 

 

4 Click Save. The appropriate response appears at the top of 
the page. 

16.20.3 Deleting a Group Provider Request 
Step Action Result 

1 As the Acting Provider ID, select a row under 
the Requests - Group Requests for 
Provider to be Added to Their Group that is 
a ‘Pending’ status. 

Note: Only the Provider or Billing Agent acting 
on behalf of the provider can delete an 
affiliation request submitted by them. 

2 Click delete. A confirmation pop-up window appears. 

3 Click OK to confirm selection. Row is marked for ‘D’ for deletion. 

4 Click Save. The appropriate response appears at the top of 
the page. 

 

 
The PACE Affiliation page allows PACE facilities and billing agents to view and update PACE affiliation 
information related to the PACE Facility account that has logged onto the secure Web Portal. 

Navigational Path: Providers – PACE Affiliations 

Step Action Result 

Start from the secured Providers menu. 

1 Select the PACE Affiliations submenu. The Search for Provider in My PACE 
Affiliations or My PACE Affiliations and 
Maintain PACE Affiliation panels display. 
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Field Descriptions 

Field Help Description 

Active From User enters the beginning date of the range to search. 

Active Through  User enters the ending date of the range to search. 

Active Entire Date 
Range 

When checked, only records that were active for the entire Active From and 
Active Through date range will be returned in the search results. When not 
checked, records that were active at any point within the Active From and 
Active Through date range will be returned in the search results. 

Address Displays the provider address. (Read-only) 

Business OR Last Name Displays the name of the PACE affiliate provider. 

Effective Date Displays the effective date of the PACE affiliation. (Read-only)  

End Date Displays the end date of the PACE affiliation.  

NPI Displays the provider NPI for the PACE affiliation. (Read-only) 

Provider ID Displays the Medicaid provider ID for the group affiliation. (Read-only) 
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Field Help Description 

Provider Type Displays the type of the PACE affiliate provider. 

 
The PACE Affiliations >> Maintain PACE Affiliations panel allows providers and billing agents to view, 
update, and add PACE affiliation requests for the provider account that has logged onto the secure Web 
Portal. 

Navigational Path: Providers – PACE Affiliation 

Step Action Result 

Start from the secured Providers menu. 

1 Select the PACE Affiliations submenu. The Maintain PACE Affiliation panel expands. 

 
 

Field Descriptions 

Field Help Description 

add This button is used to add a new PACE affiliation.  

Address Displays the provider address. (Read-only) 

delete This button is used to delete a new PACE affiliation. A record can only be 
deleted when entered and before it is saved to the PACE Affiliations. 

Effective Date Displays the effective date of the PACE affiliation.  

End Date Displays the end date of the PACE affiliation. (Read-only) 
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Field Help Description 

NPI Displays the provider NPI for the group affiliation. (Read-only) 

Name Displays the effective date of the group affiliation. (Read-only) 

Provider ID Displays the Medicaid provider ID for the group affiliation. (Read-only) 

16.22.1 Adding a PACE Affiliation  
Step Action Result 

1 Click add. Provider ID, Effective Date, and End Date are 
enabled. 

2 Enter the Provider ID* or click [Search] to 
select a provider. 

Clicking [Search] activates the Search panel. 

3 Enter the Effective Date*.  

4 Enter the End Date*.  

5 Click Save. The appropriate response appears at the top of 
the page. 

16.22.2 Updating a PACE Provider  
Step Action Result 

1 Select the row under My PACE Affiliations 
to be updated. 

Maintain PACE Affiliation activated and End 
Date will be enabled. 

2 Enter the End Date of the affiliation.  

3 Click Save. The appropriate response appears at the top of 
the page. 

16.22.3 Deleting a PACE Provider  
Step Action Result 

1 Click add. Provider ID, Effective Date, and End Date are 
enabled. 

2 Enter the Provider ID* or click [Search] to 
select a provider. 

Clicking [Search] activates the Search panel. 
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Step Action Result 

3 Enter the Effective Date*.  

4 Enter the End Date*.  

5 Click Delete button. Record deleted. NOTE: Deletes can only 
happen before the record has been saved. 

 

 
The Request Contact for Direct Exchange Address panel allows providers and billing agents to submit 
requests to be contacted by the Direct Exchange vendor in order to establish a Direct Exchange Address. 

Navigational Path: Providers – Direct Exchange Address 

Step Action Result 

Start from the secured Providers menu. 

1 Select the Direct Exchange Address 
submenu. 

The Request Contact for Direct Exchange 
Address panel displays. 

 

Field Descriptions 

Field Help Description 

Contact Name Displays the contact name of the person to be contacted in the 
request. 

Phone Number, Ext Displays the phone number and extension of the person to be 
contacted about establishing the Direct Exchange Address. 

 

Adding Request Contact for Direct Exchange Address Information 
Step Action Result 

1 Enter Contact Name*.  

2 Enter Phone Number, Ext*.  
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Step Action Result 

3 Click Submit. The appropriate response appears at the top of 
the page. 

 

 
The Contact Requests for Direct Exchange Address panel allows providers and billing agents to view their 
pending contact requests that have not yet been assigned a Direct Exchange Address.  

Extra Features 

The Contact Request for Direct Exchange Address panel will only display if there is one or more rows to 
display. 

Navigational Path: Providers – Direct Exchange Address 

Step Action Result 

Start from the secured Providers menu. 

1 Select the Direct Exchange submenu. The Contact Requests for Direct Exchange 
Address panel displays. 

 

Field Descriptions 

Field Help Description 

Contact Name Displays the contact name of the person to be contacted in the request. 
(Read-Only) 

Phone Extension Displays the phone extension submitted in the request. (Read-Only) 

Phone Number Displays the phone number submitted in the request. (Read-Only)  

Request Date Displays the date that the request was entered. (Read-Only)  

 

 
The Direct Exchange Addresses Panel allows providers and billing agents to view their existing Direct 
Exchange Addresses on file.  

Navigational Path: Providers – Direct Exchange Address 
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Step Action Result 

Start from the secured Providers menu. 

1 Select the Direct Exchange submenu. The Direct Exchange Addresses panel 
displays. 

 

Field Descriptions 

Field Help Description 

Direct Exchange Address Displays the Direct Exchange Address for the provider. (Read-Only)  

Effective Date Displays the date that the address became available to GA Medicaid. (Read-
Only) 

End Date Displays the date that the address information is no longer valid. (Read-Only) 

 

 
The Provider Rates Lists page allows providers and billing agents to view contracted rates for the provider 
service location. 

Navigation: Providers – Rate Information 

Step Action Result 

Start from the secured Providers menu. 

1 Select the Rate Information submenu. The Provider Rate information panels display. 
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Field Descriptions 

Field Help Description 

Base Rate Multiplier Displays the base amount payable for the DRG (Drug Resource Group). 
(Read-Only)  

Capital Amount Displays the capital amount utilized to calculate the DRG base rate specific for 
a provider. (Read-Only)  
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Field Help Description 

clear This button clears the search criteria fields.  

Cost to Charge Ratio Displays a percentage of charges providers have made over a base period of 
time. (Read-Only)  

DRG Displays the DRG code identifying the classification of diagnoses in which 
patients demonstrate similar resource consumption and length of stay 
patterns. (Read-Only)  

DRG Description Displays the name of the DRG identifying the classification of diagnoses in 
which patients demonstrate similar resource consumption and length of stay 
patterns. (Read-Only)  

Effective Date Displays the effective date of the per diem rate. (Read-Only)  

End Date Displays the end date of the per diem rate. (Read-Only)  

GME Amount Displays the medical educational amount utilized to calculate the DRG base 
rate specific for a provider. (Read-Only)  

Inactive Date Displays the date the rate is no longer considered for pricing a claim, 
regardless of the date of service. (Read-Only)  

LTC Certification Date Displays the date that the facility has been certified for long term care by the 
state. (Read-Only)  

Modifier 1 Displays the primary code used in combination with a procedure code to 
further define the service. (Read-Only) 

Modifier 2 Displays the secondary code used in combination with a procedure code to 
further define the service. (Read-Only) 

Modifier 3 Displays the tertiary code used in combination with a procedure code to 
further define the service. (Read-Only) 

Modifier 4 Displays the fourth code used in combination with a procedure code to further 
define the service. (Read-Only) 

ORS Inspect Date Displays the date the facility was inspected by the Office of Regulatory 
Services. (Read-Only)  

Outlier Percent Displays the marginal cost percentage used to calculate price for cost outlier 
pricing. (Read-Only)  

Percentage Amount Displays the percentage rate for the rate type. (Read-Only)  
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Field Help Description 

Procedure Code Displays the procedure code for the rate that is specific for a provider. 

Rate Amount Displays the dollar amount rate for the rate type. (Read-Only)  

Rate Type Displays the reimbursement rate type. (Read-Only)  

search This button is used to initiate the search.  

Semi-Private Room Rate Displays the rate for a semi-private room. (Read-Only)  

Provider Rates – Procedure Pricing Panel 

Step Action Result 

1 Enter a Procedure Code or click [Search] to 
select from list. 

Clicking [Search] activates the Search panel. 

2 Click search. The procedure pricing list is reduced by on the 
procedure code searched by. 

 

 
The Bed Registry panel allows providers and billing agents to view or update their bed count information. 

Navigational Path: Providers - Bed Registry 

Step Action Result 

Start from the secured Providers menu. 

1 Select the Bed Registry submenu.  The Bed Registry panel displays. 
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Field Descriptions 

Field Help Description 

Available Either Beds Displays the number of available either beds.  

Available Female Beds Displays the number of available female beds.  

Available Male Beds Displays the number of available male beds.  

Available Total Beds Displays the total number of available beds, which is automatically calculated 
based on the values in the available male, female, and either bed fields. 
(Read-Only)  

Bed Type Displays the type of bed for which counts may be collected. (Read-Only)  

cancel This button cancels the current operation and discards any changes.  

Effective Date Displays the effective date of the licensing information for the corresponding 
bed type. Updates made to the available counts will not impact the effective 
date. (Read-Only)  

End Date Displays the end date of the licensing information for the corresponding bed 
type. Updates made to the available counts will not impact the end date. 
(Read-Only)  

Licensed Total Beds Displays the total number of licensed beds. (Read-Only)  

save This button saves the modified data to the panel.  

Updating Bed Registry Information 
Step Action Result 

1 Select the field(s) to update and perform 
update. 

 

2 Click Save. The appropriate response appears at the top of 
the page. 

 

 
The Procedure Code Search panel allows providers and billing agents to perform searches for procedure 
code information in relation to Georgia Medicaid. 

Navigational Path: Providers - Procedure Search 
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Step Action Result 

Start from the secured Providers menu. 

1 Select the Procedure Search submenu. The Procedure Search panel displays. 

 

Field Descriptions 

Field Help Description 

clear This button clears the search criteria fields.  

Place of Service Displays the procedure's place of service to search by.  

Procedure Code Displays the procedure code to search by.  

Procedure Code Date Displays the procedure date to search by. The procedure date is automatically 
populated with the current date which can be modified if needed.  

search This button is used to initiate the search.  

Procedure Search Panel 

Step Action Result 

1 Enter a Procedure Code*.  

2 Enter a Place of Service* or click [Search] 
to select from list. 

Clicking [Search] activates the Search panel. 

3 Enter a Procedure Code Date*.  

4 Click search. The appropriate search result is displayed 
based on the search criteria entered. 

 

 
The enrolled categories of service panel allows providers and billing agents to view their enrolled active 
categories of service, regardless of their effective and end date period.  

Navigational Path: Providers - Procedure Search 
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Step Action Result 

Start from the secured Providers menu. 

1 Select the Procedure Search submenu. The Enrolled Categories of Service panel 
displays. 

 

Field Descriptions 

Field Help Description 

COS Displays the category of service code in which the provider is or has been 
actively enrolled. (Read-Only)  

Description Displays the category of service description in which the provider is or has 
been actively enrolled. (Read-Only)  

Effective Date Displays the effective date for the category of service segment. (Read-Only)  

End Date Displays the end date for the category of service segment. (Read-Only)  

Status Displays the status for the category of service segment. (Read-Only)  

Status Reason Displays the reason for the status for the category of service segment. (Read-
Only)  

 

 

The Procedure Information panel allows providers and billing agents to view the procedure code summary 
information based on the search criteria entered on the procedure code search panel. An exact match must 
be identified before displaying results on the panel. The summary information includes restrictions related to 
all providers, regardless of their assigned category of service. 

Navigational Path: Providers - Procedure Search – enter search criteria - search 

Step Action Result 

Start from the secured Providers menu. 

1 Select the Procedure Search submenu. The Procedure Search panel displays. 

2 Enter the appropriate search criteria.  
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Step Action Result 

3 Click search. The Procedure Information panel displays. 

 

Field Descriptions 

Field Help Description 

Description Displays the detailed description of the procedure code. (Read-Only)  

Gender Displays the gender that is permitted for the procedure code. (Read-Only)  

Maximum Age Displays the maximum age that is permitted for the procedure code. (Read-
Only)  

Minimum Age Displays the minimum age that is permitted for the procedure code. (Read-
Only)  

PA Required Displays a message indicating the PA requirement is restricted to the 
provider's category of service as seen in the next panel. (Read-Only)  

Procedure Code Displays the procedure code. (Read-Only)  

 

 

The national correct coding information (Medically Unlikely Edits) - Inpatient only procedure panel allows 
providers and billing agents to identify when the procedure is limited to inpatient only settings for the 
timeframe requested. If the procedure is not limited to inpatient settings, the panel will not be displayed. 

Navigational Path: Providers - Procedure Search – enter search criteria - search 

Step Action Result 

Start from the secured Providers menu. 

1 Select the Procedure Search submenu. The Procedure Search panel displays. 

2 Enter the appropriate search criteria.  
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Step Action Result 

3 Click search. The NCCI panel displays. 

 

Field Descriptions 

Field Help Description 

Effective Date Displays the effective date for the procedure code inpatient setting only 
restrictions. (Read-Only)  

End Date Displays the end date for the procedure code inpatient setting only restrictions. 
(Read-Only)  

Note Displays the message that the procedure is only payable under inpatient 
settings. (Read-Only)  

 

 

The Covered Categories of Service panel allows providers and billing agents to view detailed restrictions for 
the procedure code based on the search criteria entered on the procedure code search panel. An exact 
match must be identified before displaying results on the panel. The detailed information includes 
restrictions based on a provider's category of service. 

Navigational Path: Providers - Procedure Search – enter search criteria - search 

Step Action Result 

Start from the secured Providers menu. 

1 Select the Procedure Search submenu. The Procedure Search panel displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Covered Categories of Service panel 
displays. 
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Field Descriptions 

Field Help Description 

Claim Type Displays the claim type(s) for the procedure code coverage restrictions. (Read 
Only) 

COS Displays the category of service code and description for the procedure code 
detailed coverage restrictions. (Read-Only)  

From Displays the effective date for the procedure code coverage restrictions. 
(Read-Only)  

Gender Displays the gender required for the procedure code, based on category of 
service. (Read-Only) 

Max Age Displays the maximum age permitted for the procedure code, based on 
category of service. (Read-Only)  

Min Age Displays the minimum age permitted for the procedure code, based on 
category of service. (Read-Only)  

Modifiers Displays the modifier combination(s) for the procedure code detailed coverage 
restrictions. (Read-Only)  

PA Required Displays the indicator and description if the procedure requires a prior 
authorization based on category of service. (Read-Only)  

Thru Displays the end date for the procedure code coverage restrictions. (Read-
Only)  

 

 
The EOB Code Search panel allows providers and billing agents to perform searches for EOB code 
descriptions. 

Navigational Path: Providers - EOB Search 
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Step Action Result 

Start from the secured Providers menu. 

1 Select the EOB Search submenu.  The EOB Code Search panel displays. 

 

Field Descriptions 

Field Help Description 

clear This button clears the search criteria fields.  

EOB Code Displays the explanation of benefit code to search by.  

search This button is used to initiate the search.  

EOB Code Search Panel 

Step Action Result 

1 Enter an EOB Code*.  

2 Click search. The appropriate search result is displayed 
based on the search criteria entered. 

 

 
The EOB Information panel allows providers and billing agents to view an EOB code description based on 
the search criteria entered on the EOB code search panel. An exact match must be identified before 
displaying results on the panel. 

Navigational Path: Providers - EOB Search – enter search criteria - search 

Step Action Result 

Start from the secured Providers menu. 

1 Select the EOB Search submenu.  The EOB Search Panel displays. 

2 Enter the appropriate search criteria.  

3 Click search. The EOB Information panel displays. 
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Field Descriptions 

Field Help Description 

Description Displays the full description of the explanation of benefits code. (Read-Only)  

EOB Code Displays the explanation of benefit code. (Read-Only)  

 

 
The agreement list panel allows providers and billing agents to view all current GaHIN agreement 
documents. The date viewed is populated with the current date and time when the provider selected and 
viewed the agreement. Once all agreements have been viewed, the ability to complete the agreement 
acceptance panel is available. These actions must be completed by the provider user, not the billing agent 
acting on their behalf, before access to the GaHIN link is available.  

Navigational Path: Providers – Patient Profile 

Step Action Result 

Start from the secured Providers menu. 

1 Select the Patient Profile submenu. The agreement list and agreement acceptance 
panels display. 

Field Descriptions 

Field Help Description 

Agreement Title Displays the title of the agreement. (Read-Only)  

Date Date and time the provider signed and clicked the checkbox 
to indicate agreement to the GaHIN Agreements.  
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Date Viewed Displays the date and time the provider viewed the 
agreement. (Read-Only)  

I agree to the GaHIN Terms and Conditions Displays if the provider has indicated their agreement of the 
GaHIN terms and conditions.  

Signor’s Name Name of individual signing acceptance of the GaHIN 
agreement documents for the provider.  

Completing the GaHIN Agreements Process 

Step Action Result 

Start from the secured Providers menu. 

1 Select the Patient Profile submenu. The agreement list and agreement acceptance 
panels display. 

2 Select the GaHIN agreement from the 
agreement list panel. 

The agreement displays and the date viewed 
populated with the current date and time. 

3 Once all agreements have been selected, 
enter the signor’s name on the agreement 
acceptance panel. 

 

4 Check to agree to GaHIN Terms and 
Conditions. 

The agreement acceptance panel is restricted 
to read-only view and the access GaHIN panel 
is displayed. 

 

 
The access GaHIN (Georgia Health Information Network) panel allows providers and billing agents access 
to the GaHIN Patient Profile application by clicking the hyperlink displayed. 

Navigational Path: Providers – Patient Profile 

Step Action Result 

Start from the secured Providers menu. 

1 Select the Patient Profile submenu. The access GaHIN panel displays. 

Field Descriptions 
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Field Help Description 

Access GaHIN Displays a link that opens a new window to access the GaHIN Patient Profile 
application. 

 

 
The change of information page allows providers and billing agents to request changes that require manual 
review and are related to the provider account that has logged onto the secure Web Portal. The application 
uses a wizard to guide the applicant through the change of information process, which may differ for an 
individual versus a facility.  

Navigational Path: Providers – Change of Information 

Step Action Result 

Start from the Providers menu. 

1 Select the Change of Information submenu. The Change of Information page displays. 

2 Click the Change of Information Request 
hyperlink to begin. 

The Request Type panel displays. 
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 Training Overview 
The Training menu will allow users to view training schedules and download training publications and CBTs 
(Computer-Based Training) files. 

The Training submenu includes: 

1. Training Schedules 

2. Online Training 

 

 
The Training Schedules panel allows providers and billing agents to download and view training information 
and class availability for Georgia Medicaid.  

Navigational Path: Training – Training Schedules 

Step Action Result 

Start from the secured Training menu. 

1 Select the Training Schedules submenu. The Training Schedules panel displays. 

 

Field Descriptions 

Field Help Description 

File Type Displays the file type of the publication available for download. (Read-Only) 

Release Date Displays the date that this publication was updated or became available. 
(Read-Only)  

Size (KB) Displays the size of the publication available for download. (Read-Only)  

Title Displays the title of the publication, which is clickable so the user may begin 
downloading the requested publication. (Read-Only)  

 

 
The Online Training page allows providers and billing agents to download, view, and participate in computer-
based training courses for Georgia Medicaid or view Web related user manuals. 
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When you click the CBT, the following two options appear: 

Run: When you select this option, the CBT will start and proceed through the lesson without downloading 
any files to your local drive.  

Save: When you select this option, you can save the lesson to your local drive. You will then have the option 
to start the CBT immediately, or take the lesson at a later time.  

Navigational Path: Training - Online Training  

Step Action Result 

Start from the secured Training menu. 

1 Select the Online Training submenu. The Web Portal Training and Provider Manuals 
panels display. 

 

Field Descriptions 

Field Help Description 

Duration Displays the duration of the computer based training course. (Read-Only)  

File Type Displays the file type of the publication available for download. (Read-Only) 

Release Date Displays the date that this publication was updated or became available. (Read-
Only)  

Run Date Displays the effective date of the computer based training course. (Read-Only)  

Size (KB) Displays the size of the computer based training course in kilobytes. (Read-
Only)  

Title Displays the title of the computer based training course. The title is clickable, 
which allows users to download the training course. 
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 Eligibility Overview 
The Eligibility menu will allow providers and authorized billing agents to request and view eligibility 
information for Georgia Medicaid members.  

The Eligibility submenu includes: Eligibility Request 

 

 
The member Eligibility Verification Request panel allows providers and billing agents to request eligibility 
verification information for Georgia Medicaid members. 

Minimum Search Criteria: 

• Member ID, Service Type and From Date of Service 
• Last Name, First Name, social security number (SSN), Service Type, and From Date of Service 
• SSN, Date of Birth (DOB), Service Type, and From Date of Service 
• Last Name, First Name, DOB, Gender, Service Type, From Date of Service and SSN (SSN is 

optional but is used when provided) 
 

Navigational Path: Eligibility – Eligibility Request 

Step Action Result 

Start from the secured Eligibility menu. 

1 Select the Eligibility Request submenu. The Eligibility Verification Request panel 
displays. 

 

Field Descriptions 

Field Help Description 

Birth Date Displays the date of birth of the member to search by.  

clear This button clears the search criteria fields.  

First Name Displays the first name of the member to search by.  

From/Thru Date Of 
Service 

Displays the date of service requested to receive member eligibility information 
against.  
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Field Help Description 

Gender Displays the gender of the member to search by.  

Last Name Displays the last name of the member to search by.  

Member ID Displays the Georgia Medicaid identification number of the member to search 
by.  

search This button is used to initiate the search. 

Service Type Displays the service type of the member to search by.  

SSN Displays the Social Security number of the member to search by.  

Creating Eligibility Verification Request 
Step Action Result 

1 Enter a Member ID.  

2 Enter a Last Name.   

3 Enter a First Name.  

4 Select a Gender from the drop-down list.  

5 Enter a Birth Date.  

6 Enter a SSN.  

7 Enter a From Date of Service.  

8 Enter a Thru Date of Service.   

9 Select a Service Type.  

10 Click search. The appropriate eligibility response panels are 
displayed. 

 

 
The Member ID Information panel allows providers and billing agents to view basic eligibility information for 
the Georgia Medicaid member. 

Navigational Path: Eligibility – Eligibility Request – enter search criteria - search 
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Step Action Result 

Start from the secured Eligibility menu. 

1 Select the Eligibility Request submenu. The Eligibility Verification Request panel 
displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Member ID Information panel displays. 

 

Field Descriptions 

Field Help Description 

Address 1 Displays the first line of the address for the member. (Read-Only)  

Address 2 (County) Displays the county of the address for the member. (Read-Only)  

Birth Date Displays the date of birth of the member. (Read-Only)  

City Displays the city of the address for the member. (Read-Only)  

Confirmation # Displays the confirmation number of the transaction. (Read-Only)  

First Name Displays the first name of the member. (Read-Only)  

Gender Displays the gender of the member. (Read-Only)  

Last Name Displays the last name of the member. (Read-Only)  

Member ID Displays the Georgia Medicaid identification number of the member. (Read-
Only)  

Member Transactions This button navigates to the page where providers can upload information to 
support Georgia Medicaid members. 

Middle Initial Displays the middle initial of the member. (Read-Only)  
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Field Help Description 

Name Suffix Displays suffix of the member's name. (Read-Only)  

State Displays the state of the address for the member. (Read-Only)  

Redetermination Date Displays the date the member eligibility was redetermined. 

Transaction Date/Time Displays the date and time of the transaction. (Read-Only)  

ZIP Displays the ZIP code and ZIP code extension of the address for the member. 
(Read-Only)  

 

 
The eligibility Benefit Plans panel allows providers and billing agents to view all active benefit information for 
the Georgia Medicaid member. 

Navigational Path: Eligibility – Eligibility Request – enter search criteria - search 

Step Action Result 

Start from the secured Eligibility menu. 

1 Select the Eligibility Request submenu. The Eligibility Verification Request panel 
displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Benefit Plans panel displays. 

 

Field Descriptions 

Field Help Description 

Aid Category Displays the aid category code and description used to determine member 
benefits. (Read-Only)  

Effective Date Displays the requested date that falls within each aid category segment for the 
member. (Read-Only)  
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Field Help Description 

End Date Displays the requested date that falls within each aid category segment for the 
member. (Read-Only)  

Insurance Type Code Displays the description which identifies the program that the member belongs 
to, such as Medicaid. If the program is PeachCare for Kids®, then PeachCare 
will be displayed. (Read-Only)  

Service Type Code Displays the service type code and description of the service inquired upon. 
(Read-Only)  

Special Notes or 
Limitations 

Displays any special notes or limitations of each aid category for the member. 
(Read-Only)  

Status Displays the status of each aid category for the member. (Read-Only)  

 

 
The Managed Care panel allows providers and billing agents to view specific managed care coverage for 
the Georgia Medicaid member. 

Navigational Path: Eligibility – Eligibility Request – enter search criteria - search 

Step Action Result 

Start from the secured Eligibility menu. 

1 Select the Eligibility Request submenu. The Eligibility Verification Request panel 
displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Managed Care panel displays if applicable. 

 

Field Descriptions 

Field Help Description 

Effective Date Displays the requested date that falls within the managed care segment. 
(Read-Only)  

End Date Displays the requested date that falls within the managed care segment. 
(Read-Only)  
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Field Help Description 

Plan Name Displays the name of the health plan for the managed care segment. (Read-
Only)  

Provider Name Displays the name of the primary care physician for the managed care 
segment. (Read-Only)  

Provider Phone Displays the phone number of the primary care physician for the managed 
care segment. (Read-Only)  

 

 
The Eligibility by Service Type panel allows providers and billing agents to view specific program and benefit 
information for the Georgia Medicaid member. 

Navigational Path: Eligibility – Eligibility Request – enter search criteria - search 

Step Action Result 

Start from the secured Eligibility menu. 

1 Select the Eligibility Request submenu. The Eligibility Verification Request panel 
displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Eligibility by Service Type panel displays. 

 

Field Descriptions 

Field Help Description 

Aid Category Displays the aid category code and description used to determine member 
benefits. (Read-Only)  

Copay Information Displays the copay amount for the service type code in relation to the member 
and service type inquired upon. (Read-Only) 

Effective Date Displays the requested date that falls within each aid category segment for the 
member. (Read-Only)  
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Field Help Description 

End Date Displays the requested date that falls within each aid category segment for the 
member. (Read-Only)  

Insurance Type Code Displays the description which identifies the program that the member belongs 
to, such as Medicaid. If the program is PeachCare for Kids®, then PeachCare 
will be displayed. (Read-Only)  

Service Type Code Displays the service type code and description of the service inquired upon. 
(Read-Only)  

Special Copay Notes Displays the copay notes for the service type code inquired upon. (Read-Only) 

Status Displays the status of each aid category for the member. (Read-Only)  

 

 
The Retroactive Eligibility panel allows providers and billing agents to view specific retroactive eligibility 
coverage for the Georgia Medicaid member. 

Navigational Path: Eligibility – Eligibility Request – enter search criteria - search 

Step Action Result 

Start from the secured Eligibility menu. 

1 Select the Eligibility Request submenu. The Eligibility Verification Request panel 
displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Retroactive Eligibility panel displays if 
applicable. 

 

Field Descriptions 

Field Help Description 

Retroactive Begin Date Displays the retroactive effective date of each aid category for the member. 
(Read-Only)  

Retroactive End Date Displays the retroactive end date of each aid category for the member. (Read-
Only)  
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Field Help Description 

Retroactive Eff (Update) 
Date 

Displays the date the retroactive eligibility segment was added to each aid 
category for the member. Providers will have up to six months from this date to 
bill for this eligibility period. (Read-Only)  

 
The Lock-In panel allows providers and billing agents to view specific lock-in coverage for the Georgia 
Medicaid member. 

Navigational Path: Eligibility – Eligibility Request – enter search criteria - search 

Step Action Result  

Start from the secured Eligibility menu. 

1 Select the Eligibility Request submenu. The Eligibility Verification Request panel 
displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Lock-In panel displays if applicable. 

 

Field Descriptions 

Field Help Description 

Effective Date Displays the requested date that falls within the lock-in period. (Read-Only)  

End Date Displays the requested date that falls within the lock-in period. (Read-Only)  

Lock-In Type Displays the restricted service the member is locked in to. (Read-Only)  

Provider Name Displays the name of the lock-in provider. (Read-Only)  

Provider Phone Displays the phone number of the lock-in provider. (Read-Only) 

Provider Reference ID Displays the reference ID of the provider. (Read-Only) 

 

 
The Managed Care Special Conditions panel allows providers and billing agents to view specific managed 
care special condition coverage information for the Georgia Medicaid member. 
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Navigational Path: Eligibility – Eligibility Request – enter search criteria - search 

Step Action Result 

Start from the secured Eligibility menu. 

1 Select the Eligibility Request submenu. The Eligibility Verification Request panel 
displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Managed Care Special Conditions panel 
displays if applicable. 

 

Field Descriptions 

Field Help Description 

Effective Date Displays the requested date that falls within the managed care special 
condition segment. (Read-Only)  

End Date Displays the requested date that falls within the managed care special 
condition segment. (Read-Only)  

Special Condition Code Displays the special condition code and description. (Read-Only) 

 

 
The Long Term Care panel allows providers and billing agents to view specific LTC coverage for the 
Georgia Medicaid member. 

Navigational Path: Eligibility – Eligibility Request – enter search criteria - search 

Step Action Result 

Start from the secured Eligibility menu. 

1 Select the Eligibility Request submenu. The Eligibility Verification Request panel 
displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Long Term Care panel displays if 
applicable. 



 Provider Web Portal Navigational Manual 

Page 221 
Gainwell Technologies Proprietary. For training purposes, this document may contain PHI 

© Copyright 2026 Gainwell Technologies 
The information contained herein is subject to change without notice. 

 

Field Descriptions 

Field Help Description 

Effective Date Displays the requested date that falls within the LTC segment. (Read-Only)  

End Date Displays the requested date that falls within the LTC segment. (Read-Only)  

Provider Name Displays the name of the LTC provider. (Read-Only)  

Provider Phone Displays the phone number of the LTC provider. (Read-Only)  

 

 
The Service Limits panel allows providers and billing agents to view services allowed and used for the 
requested year against the Georgia Medicaid member. 

Navigational Path: Eligibility – Eligibility Request – enter search criteria - search 

Step Action Result 

Start from the secured Eligibility menu. 

1 Select the Eligibility Request submenu. The Eligibility Verification Request panel 
displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Service Limits panel displays if applicable. 

 

Field Descriptions 

Field Help Description 

Benefit Information Displays the service description. (Read-Only)  

Procedure Code Displays the procedure code and description which applied towards the 
service limitation segment. (Read-Only)  

Time Period Displays the time period in which the services can be performed, such as 
yearly, weekly, or once in a lifetime. (Read-Only)  
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Field Help Description 

Units/Amount Allowed Displays the number of units (services) or dollar amount that can be performed 
within the year. (Read-Only)  

Units/Amount Used Displays the number of units (services) or dollar amount that has been paid 
within the year. (Read-Only)  

 

 
The Medicare panel allows providers and billing agents to view Medicare Part A, Part B, Part C, and Part D 
coverage for the Georgia Medicaid member.  

Navigational Path: Eligibility – Eligibility Request – enter search criteria - search 

Step Action Result 

Start from the secured Eligibility menu. 

1 Select the Eligibility Request submenu. The Eligibility Verification Request panel 
displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Medicare panel displays if applicable. 

 

Field Descriptions 

Field Help Description 

Effective Date Displays the requested date that falls within the Medicare segment. (Read-
Only)  

End Date Displays the requested date that falls within the Medicare segment. (Read-
Only)  

Medicare ID Number Displays the Medicare identification number of the member. (Read-Only)  

Medicare Plan Name Displays the plan name for the Medicare Part C and Part D segment. (Read-
Only)  

Medicare Type Displays the type of coverage provided by Medicare for the corresponding 
segment. (Read-Only)  
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Field Help Description 

Message Displays the message that applies to the Medicare information. (Read-Only)  

 

 
The COB panel allows providers and billing agents to view third party insurers who provide additional policy 
coverage for the Georgia Medicaid member.  

Navigational Path for providers and billing agents: Eligibility – Eligibility Request – enter search criteria - 
search 

Step Action Result 

Start from the secured Eligibility menu. 

1 Select the Eligibility Request submenu. The Eligibility Verification Request panel 
displays. 

2 Enter the appropriate search criteria.  

3 Click search. The COB panel displays if applicable. 

 

Field Descriptions 

Field Help Description 

Carrier Address Displays the address of the third party liability carrier. (Read-Only)  

Carrier Name Displays the name of the third party liability carrier. (Read-Only)  

Coverage Type Displays the type of coverage provided by the third party liability carrier for the 
member. (Read-Only)  

Effective Date Displays the requested date that falls within each third party liability insurance 
carrier for the member. (Read-Only)  

End Date Displays the requested date that falls within each third party liability insurance 
carrier for the member. (Read-Only)  

Payer Identifier Displays the unique identifier used to determine the type of carrier as well as 
to identify correspondence sent from the carrier. (Read-Only)  
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Policy Number Displays the member's policy number for the third party liability carrier. (Read-
Only)  

 

 
The Patient Liability panel allows providers and billing agents to view patient liability coverage for the 
Georgia Medicaid member.  

Navigational Path: Eligibility – Eligibility Request – enter search criteria - search 

Step Action Result 

Start from the secured Eligibility menu. 

1 Select the Eligibility Request submenu. The Eligibility Verification Request panel 
displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Patient Liability panel displays if 
applicable. 

 

Field Descriptions 

Field Help Description 

Amount Displays the amount of coverage for the patient liability segment. (Read-Only)  

Amount Remaining Displays the amount remaining. (Read-Only)  

Amount Used Displays the amount used. (Read-Only)  

Effective Date Displays the requested date that falls within the patient liability segment. 
(Read-Only)  

End Date Displays the requested date that falls within the patient liability segment. 
(Read-Only)  

Patient Liability Type Displays the type of patient liability for the corresponding segment. (Read-
Only)  

Provider Name Displays the name of the provider. (Read-Only)  

Provider Reference ID Displays the reference ID of the provider. (Read-Only) 
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The member information transactions page allows providers to upload information to support the Georgia 
Medicaid member displayed on the member ID information panel. 

1. Add a DMA-312 record – provider casualty liability information 

2. Add a DMA-312 Extension – request a claim filing extension due to casualty liability 

3. Upload DMA-410 information 

4. Update Member Address 

Navigational Path: Eligibility – Eligibility Request – enter search criteria – search – Member Transactions 

Step Action Result 

Start from the secured Eligibility menu. 

1 Select the Eligibility Request submenu. The Eligibility Verification Request panel 
displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Patient Liability panel displays if 
applicable. 

4. Click Member Transactions The Member Transactions page displays. 

 

Field Descriptions 

Field Help Description 

Address 1 Displays the first line of the address for the member. (Read-Only)  

Address 2(County) Displays the county of the address for the member. (Read-Only)  
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Field Help Description 

Birth Date Displays the date of birth of the member. (Read-Only)  

City Displays the city of the address for the member. (Read-Only)  

Description Displays the description of the transaction type. (Read-Only)  

First Name Displays the first name of the member. (Read-Only)  

Gender Displays the gender of the member. (Read-Only)  

ID Displays the ID that identifies the transaction type. (Read-Only)  

Last Name Displays the last name of the member. (Read-Only)  

Member ID Displays the Georgia Medicaid identification number of the member. (Read-
Only)  

Middle Initial Displays the middle initial of the member. (Read-Only)  

Name Displays the name of the transaction type. (Read-Only)  

Name Suffix Displays suffix of the member's name. (Read-Only)  

State Displays the state of the address for the member. (Read-Only)  

Zip Displays the ZIP code and ZIP code extension of the address for the member. 
(Read-Only)  

 

18.14.1 Accessing DMA-312 Information Only  
The DMA-312 Information Only form/panels allows providers and billing agents to submit a DMA-312 
Information Only form to provide casualty liability information for a member.  

Navigational Path: Eligibility – Eligibility Request – enter search criteria – search – Member Transactions – 
DMA-312 (Information Only) 

Step Action Result 

Start from the secured Eligibility menu. 

1 Select the Eligibility Request submenu. The Eligibility Verification Request panel 
displays. 

2 Enter the appropriate search criteria.  
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Step Action Result 

3 Click search. The Patient Liability panel displays if 
applicable. 

4. Click Member Transactions The Member Transactions page displays. 

5. Select DMA-312 (Information Only) The DMA-312 Information Only page displays. 
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DMA-312 Information Only Form Field Descriptions 

Field Help Description 

Accident Claim Number Displays the accident claim number for the insurance company.  

Accident Date Displays the date of the accident.  
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Field Help Description 

Accident Type Displays the type of accident.  

Agent Phone Displays the phone number for the insurance agent.  

Attorney Address 1 Displays the first line of the address for the attorney.  

Attorney Address 2 Displays the second line of the address for the attorney.  

Attorney City Displays the city for the attorney.  

Attorney First Name Displays the first name of the attorney.  

Attorney Last Name Displays the last name of the attorney.  

Attorney Phone Displays the phone number for the attorney.  

Attorney State Displays the state for the attorney.  

Attorney Zip Displays the ZIP and ZIP code extension of the attorney.  

Contact E-Mail Displays the e-mail address for the contact person.  

Contact First Name Displays the first name of the contact person.  

Contact Last Name Displays the last name of the contact person.  

Contact Phone, Ext Displays the phone number and the phone number extension for the contact 
person.  

First Name of Agent Displays the first name of the insurance agent.  

First Name of Attorney Displays the first name of the attorney for the insurance company.  

First Name of 
Responsible Party 

Displays the first name of the responsible party.  

From Date of Service Displays the date on which services were first performed for a member. (Read-
Only)  

Insurance Company 
Address 1 

Displays the first line of the address for the insurance company.  
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Field Help Description 

Insurance Company 
Address 2 

Displays the second line of the address for the insurance company.  

Insurance Company City Displays the city for the insurance company.  

Insurance Company 
Name 

Displays the name of the insurance company.  

Insurance Company 
Phone 

Displays the phone number for the insurance company.  

Insurance Company 
State 

Displays the state for the insurance company.  

Insurance Company Zip Displays the ZIP and ZIP code extension of the insurance company.  

Last Name of Agent Displays the last name of the insurance agent.  

Last Name of Attorney Displays the last name of the attorney for the insurance company.  

Last Name of 
Responsible Party 

Displays the last name of the responsible party.  

Member ID Displays the Georgia Medicaid identification number of the member. (Read-
Only)  

Member Name Displays the name of the member. (Read-Only)  

Policy Number Displays the policy number for the accident or insurance company.  

save This button is used to save the record.  

Through Date of Service Displays the date on which services were last performed for a member. (Read-
Only)  

 

Adding a DMA-312 Information Only 

Step Action Result 

Contact Information 

1 Enter the Contact Last Name*.  
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Step Action Result 

2 Enter the Contact First Name*.  

3 Enter the Contact Phone, Ext*.  

4 Enter the Contact E-Mail*.  

Insurance Information – Primary Insurance Information  

5 Enter the Policy Number.  

6 Enter the Last Name of Responsible Party.  

7 Enter the First Name of Responsible Party.  

8 Enter the Attorney Last Name.  

9 Enter the Attorney First Name.  

10 Enter the Attorney Phone.  

11 Enter the Attorney Address 1.   

12 Enter the Attorney Address 2.  

13 Enter the Attorney City.  

14 Select the Attorney State.  

15 Enter the Attorney Zip.  

Insurance Information – Secondary Insurance Information 

16 Enter the Policy Number.  

17 Enter the Insurance Company Name.  

18 Enter the Insurance Company Phone.  

19 Enter the Insurance Company Address 1.  

20 Enter the Insurance Company Address 2.  
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Step Action Result 

21 Enter the Insurance Company City.  

22 Select the Insurance Company State.  

23 Enter the Insurance Company Zip.  

24 Enter the Last Name of Agent.  

25 Enter the First Name of Agent.  

26 Enter the Agent Phone.  

27 Enter the Attorney Address 1.  

28 Enter the Attorney Address 2.  

29 Enter the Attorney City.  

30 Select the Attorney State.  

31 Enter the Attorney Zip.  

32 Enter the Policy Number.  

33 Enter the Insurance Company Name.  

34 Enter the Insurance Company Phone.  

35 Enter the Insurance Company Address 1.  

36 Enter the Insurance Company Address 2.  

37 Enter the Insurance Company City.  

38 Select the Insurance Company State.  

39 Enter the Insurance Company Zip.  

40 Enter the Last Name of Agent.  

41 Enter the First Name of Agent.  
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Step Action Result 

42 Enter the Agent Phone.  

43 Enter the Attorney Address 1.  

44 Enter the Attorney Address 2.  

45 Enter the Attorney City.  

46 Select the Attorney State.  

47 Enter the Attorney Zip.  

48 Click Save. The appropriate response appears at the top of 
the page. 

 

18.14.2 Accessing DMA-312 Casualty Extension Search  
The DMA-312 Casualty Extension Search panel allows providers and billing agents to search for and view 
casualty extension records for the same member and dates of service. If no records are found, the add 
button is enabled if the date of service is within 6 months of the current date.  

The minimum search criteria:  

1. Tracking Number  

2. From/Thru Date of Service 

The DMA-312 Casualty Extension form/panels allows providers and billing agents to submit/view a DMA-
312 Casualty Extension form for a member. 

Navigational Path: Eligibility – Eligibility Request – enter search criteria – search – Member Transactions – 
DMA-312 (Casualty Extension) 

Step Action Result 

Start from the secured Eligibility menu. 

1 Select the Eligibility Request submenu. The Eligibility Verification Request panel 
displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Patient Liability panel displays if 
applicable. 

4. Click Member Transactions The Member Transactions page displays. 
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Step Action Result 

5. Select DMA-312 (Casualty Extension) The DMA-312 Casualty Extension search page 
displays. 

 

Casualty Extension Search Field Descriptions 

Field Help Description 

add This button is used to add a new casualty extension record.  

Address 1 Displays the first line of the address for the member. (Read-Only)  

Address 2(County) Displays the county of the address for the member. (Read-Only)  

Birth Date Displays the date of birth of the member. (Read-Only)  

City Displays the city of the address for the member. (Read-Only)  

First Name Displays the first name of the member. (Read-Only)  

From/Thru Date of 
Service 

Displays the from and through dates of service for which a casualty extension 
is needed.  

Gender Displays the gender of the member. (Read-Only)  

Last Name Displays the last name of the member. (Read-Only)  

Member ID Displays the Georgia Medicaid identification number of the member. (Read-
Only)  

Middle Initial Displays the middle initial of the member. (Read-Only)  
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Field Help Description 

add This button is used to add a new casualty extension record.  

Name Suffix Displays suffix of the member's name. (Read-Only)  

Records Displays the number of search results to display per page.  

search This button is used to initiate the search. 

State Displays the state of the address for the member. (Read-Only)  

Status Displays the status for the casualty extension.  

Submitted Displays the date the casualty extension was submitted. (Read-Only)  

Tracking Number Displays the tracking number for the casualty extension previously submitted.  

Zip Displays the ZIP code and ZIP code extension of the address for the member. 
(Read-Only)  

DMA-312 Casualty Extension Search Panel 

Step Action Result 

1 Enter the From/Thru Date of Service for the 
casualty extension. 

 

2 Enter the Tracking Number for the casualty 
extension. 

 

3 Click search. The appropriate search results are displayed 
based on the search criteria entered. If no rows 
are returned and the dates are within the 
timeframe allowed, the add button is enabled. 
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DMA-312 Casualty Extension Form Field Descriptions 

Field Help Description 

Accident Claim Number Displays the accident claim number for the insurance company.  

Accident Date Displays the date of the accident.  

Accident Type Displays the type of accident.  

Agent Phone Displays the phone number for the insurance agent.  

Attorney Address 1 Displays the first line of the address for the attorney.  

Attorney Address 2 Displays the second line of the address for the attorney.  

Attorney City Displays the city for the attorney.  

Attorney First Name Displays the first name of the attorney.  

Attorney Last Name Displays the last name of the attorney.  

Attorney Phone Displays the phone number for the attorney.  

Attorney State Displays the state for the attorney.  

Attorney Zip Displays the ZIP and ZIP code extension of the attorney.  

Contact E-Mail Displays the e-mail address for the contact person.  

Contact First Name Displays the first name of the contact person.  

Contact Last Name Displays the last name of the contact person.  

Contact Phone, Ext Displays the phone number and the phone number extension for the contact 
person.  

First Name of Agent Displays the first name of the insurance agent.  

First Name of Attorney Displays the first name of the attorney for the insurance company.  

First Name of 
Responsible Party 

Displays the first name of the responsible party.  
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Field Help Description 

From Date of Service Displays the date on which services were first performed for a member. (Read-
Only)  

Insurance Company 
Address 1 

Displays the first line of the address for the insurance company.  

Insurance Company 
Address 2 

Displays the second line of the address for the insurance company.  

Insurance Company City Displays the city for the insurance company.  

Insurance Company 
Name 

Displays the name of the insurance company.  

Insurance Company 
Phone 

Displays the phone number for the insurance company.  

Insurance Company 
State 

Displays the state for the insurance company.  

Insurance Company Zip Displays the ZIP and ZIP code extension of the insurance company.  

Last Name of Agent Displays the last name of the insurance agent.  

Last Name of Attorney Displays the last name of the attorney for the insurance company.  

Last Name of 
Responsible Party 

Displays the last name of the responsible party.  

Member ID Displays the Georgia Medicaid identification number of the member. (Read-
Only)  

Member Name Displays the name of the member. (Read-Only)  

Policy Number Displays the policy number for the accident or insurance company.  

Primary or Secondary 
Procedure 

Displays the code used to identify a medical, dental, or DME surgical 
procedure code performed for the accident treatment.  

Related Accident 
Diagnosis 

Displays the diagnosis code for the member's condition.  

Resubmission of 
Tracking Number 

Displays the original denied tracking number for the casualty extension. 
(Read-Only)  



 Provider Web Portal Navigational Manual 

Page 238 
Gainwell Technologies Proprietary. For training purposes, this document may contain PHI 

© Copyright 2026 Gainwell Technologies 
The information contained herein is subject to change without notice. 

Field Help Description 

Start Resubmission This button is used to start the resubmission of the record being viewed.  

save This button is used to save the record.  

Status Displays the current status for the casualty extension. (Read-Only)  

Status Date Displays the date the current status was assigned to the casualty extension.  

Submission Date Displays the date the casualty extension was submitted. (Read-Only)  

Through Date of Service Displays the date on which services were last performed for a member. (Read-
Only)  

Tracking Number Displays the tracking number for the casualty extension. (Read-Only)  

 

Adding a DMA-312 Casualty Extension 
Step Action Result 

1 Click add from the DMA-312 Casualty 
Extension search page. 

The DMA-312 Casualty Extension form 
appears. 

Contact Information 

2 Enter the Contact Last Name*.  

3 Enter the Contact First Name*.  

4 Enter the Contact Phone, Ext*.  

5 Enter the Contact E-Mail*.  

Hospital Claim Information 

6 Enter the Related Accident Diagnosis or 
click [search] to select from list*. 

Clicking [Search] activates the Diagnosis 
search panel. 

7 Enter the Primary or Secondary Procedure 
or click [search] to select from list*. 

Clicking [Search] activates the Procedure 
search panel. 
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Step Action Result 
Accident Information  

8 Enter the Accident Date*.  

9 Select the Accident Type*.  

Insurance Information – Primary Insurance Information  

10 Enter the Policy Number.  

11 Enter the Last Name of Responsible Party.  

12 Enter the First Name of Responsible Party.  

13 Enter the Attorney Last Name.  

14 Enter the Attorney First Name.  

15 Enter the Attorney Phone.  

16 Enter the Attorney Address 1.   

17 Enter the Attorney Address 2.  

18 Enter the Attorney City.  

19 Select the Attorney State.  

20 Enter the Attorney Zip.  

Insurance Information – Secondary Insurance Information 

21 Enter the Policy Number.  

22 Enter the Insurance Company Name.  

23 Enter the Insurance Company Phone.  

24 Enter the Insurance Company Address 1.  

25 Enter the Insurance Company Address 2.  
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Step Action Result 

26 Enter the Insurance Company City.  

27 Select the Insurance Company State.  

28 Enter the Insurance Company Zip.  

29 Enter the Last Name of Agent.  

30 Enter the First Name of Agent.  

31 Enter the Agent Phone.  

32 Enter the Attorney Address 1.  

33 Enter the Attorney Address 2.  

34 Enter the Attorney City.  

35 Select the Attorney State.  

36 Enter the Attorney Zip.  

37 Enter the Policy Number.  

38 Enter the Insurance Company Name.  

39 Enter the Insurance Company Phone.  

40 Enter the Insurance Company Address 1.  

41 Enter the Insurance Company Address 2.  

42 Enter the Insurance Company City.  

43 Select the Insurance Company State.  

44 Enter the Insurance Company Zip.  

45 Enter the Last Name of Agent.  

46 Enter the First Name of Agent.  
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Step Action Result 

47 Enter the Agent Phone.  

48 Enter the Attorney Address 1.  

49 Enter the Attorney Address 2.  

50 Enter the Attorney City.  

51 Select the Attorney State.  

52 Enter the Attorney Zip.  

53 Click Save. The appropriate response appears at the top of 
the page. 

18.14.3 Accessing DMA-410 
The DMA-410 transaction is used to provide new or updated Coordination of Benefits (Other Insurance) 
information for the selected member. Submit a scan of the member’s insurance card.  

Navigational Path: Eligibility – Eligibility Request – enter search criteria – search – Member Transactions – 
DMA-410 

Step Action Result 

Start from the secured Eligibility menu. 

1 Select the Eligibility Request submenu. The Eligibility Verification Request panel 
displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Patient Liability panel displays if 
applicable. 

4. Click Member Transactions The Member Transactions page displays. 

5. Select DMA-410 The Attachment Upload panel displays. 

 



 Provider Web Portal Navigational Manual 

Page 242 
Gainwell Technologies Proprietary. For training purposes, this document may contain PHI 

© Copyright 2026 Gainwell Technologies 
The information contained herein is subject to change without notice. 

 

Attachment Upload Field Descriptions 

Field Help Description 

Choose File This button is used to select a file to upload as an attachment. 

Member First Name Displays the member’s first name. (Read-Only) 

Member ID Displays the Georgia Medicaid identification number of the member. (Read-
Only)  

Member Last Name Displays the member’s last name. (Read-Only) 

upload attachment This button uploads the selected attachment. 

Upload Document Displays the document type to be uploaded – Member COB Card. 

18.14.4 Accessing Update Member Address 
The Update Member Address panel allows providers and billing agents to update a member’s mailing 
address and/or e-mail address. The panel displays with the members current full name, address line 1, City, 
State, ZIP Code and County on file. 

Navigational Path: Eligibility – Eligibility Request – enter search criteria – search – Member Transactions – 
Update Member Address 

Step Action Result 

Start from the secured Eligibility menu. 

1 Select the Eligibility Request submenu. The Eligibility Verification Request panel 
displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Patient Liability panel displays if 
applicable. 

4. Click Member Transactions The Member Transactions page displays. 

5. Select Update Member Address The Update Member Address panel displays. 
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Update Member Address Field Descriptions 

Field Help Description 

cancel This button cancels the current operation and discards any data. 

City* (required) Displays the updated city for the member.  

Email Address Displays the updated email address for the member.  

State* (required) Displays the updated state for the member. 

Street 1* (required) Displays the updated first line of the address for the member.  

Street 2 Displays the updated second line of the address for the member.  

submit address update This button saves and submits the request. 

Zip Code* (required) Displays the updated ZIP code and ZIP code extension of the address for the 
member. 
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 Presumptive Activations Overview 
The Presumptive Activations menu will allow providers and authorized billing agents to add presumptive 
eligibility for members or link their household members.  

The Presumptive Activations submenu includes: 

1. Newborn Activations 

2. Pregnant Woman Activations 

3. Women’s Health Activations 

4. Hospital Activations 

 

 
The Newborn Activations page allows providers and billing agents to search, add, and update newborn 
presumptive eligibility entered within the same day. Completing this request indicates the user believes the 
newborn is not currently a Georgia Medicaid member. 

Navigational Path: Presumptive Activations - Newborn Activations 

Step Action Result 

Start from the secured Presumptive Activations menu. 

1 Select the Newborn Activations submenu. The Presumptive Eligibility for Newborn panel 
displays. 

 

Presumptive Eligibility for Newborn Panel 

Step Action Result 

1 Enter the Newborn’s Birth Date.  

2 Enter the Mother’s Medicaid Number.  

3 Click Enroll / Modify. The Presumptive Eligibility for Newborn request 
panel displays. 
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19.1.1 Adding a Newborn Record 
Note: Fields marked with an asterisk are required. Otherwise, the field is optional. 

Step Action Result 

4 Enter the Newborn’s First Name*.  

5 Enter the Newborn’s Last Name*.  

6 Enter the Newborn’s Middle Name.  

7 Select the Newborn’s Suffix from the drop-
down list. 

 

8 Enter the Newborn’s SSN.  

9 Select the Newborn’s Gender from the 
drop-down list*. 

 

10 Select the Newborn’s Race* from the drop-
down list. 

 

11 Click Save. The Presumptive Eligibility for Newborn request 
is sent for processing and the appropriate 
response appears at the top of the page. 
Newborn is added to the Newborn Members 
list. 
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19.1.2 Updating a Newborn Record 
Newborn records can only be updated on the same day they were entered. 

Step Action Result 

1 Select the record from the Newborn 
Members list. 

Presumptive Eligibility for Newborn Request 
panel is activated with the newborns 
information. 

2 Modify the appropriate field(s).  

3 Click update. The updated newborn record is added to the 
Newborn Members list. The Presumptive 
Eligibility for Newborn request is sent for 
processing and the appropriate response 
appears at the top of the page. 

 
Field Descriptions 

Field Help Description 

Birth Date Displays the date of birth for the newborn. Auto populated based on the date 
of birth entered on the presumptive search panel for newborns.  

DOB Displays the newborn’s date of birth. 

Enroll / Modify This button is disabled when a user is in the Update mode. 

First Name Displays the first name of the newborn.  

Gender Displays the gender of the newborn.  

Last Name Displays the last name of the newborn.  
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Field Help Description 

Middle Name Displays the middle name of the newborn.  

Mother’s Medicaid 
Number 

Displays the Georgia Medicaid identification number of the mother. Auto 
populated on the request panel based on the Medicaid ID entered on the 
presumptive search panel for newborns. (Read-Only)  

Mother’s Name Displays the name of the mother, which is tied to the ID entered on the 
presumptive search panel for newborns. (Read-Only)  

New This button will clear the Presumptive Eligibility for Newborn Request panel so 
that an additional newborn record can be added. 

Newborn’s Medicaid 
Number 

Displays the Georgia Medicaid identification number of the newborn. (Read-
Only) 

Newborn Member ID Displays the newborn’s member ID. 

Newborn Name Displays the newborn’s name. 

Newborn’s Birth Date Displays the date of birth of the newborn.  

Race Displays the race of the newborn.  

SSN Displays the Social Security number of the newborn. This will default to 
000000000.  

Suffix Displays the suffix of the newborn.  

Update This button submits an update. 

 

 
The Pregnant Women Activations panel allows providers and billing agents to add presumptive eligibility for 
pregnant women. Completing this request indicates the user believes the pregnant woman is not currently a 
Georgia Medicaid member. 

Navigational Path: Presumptive Activations – Pregnant Women Activations 

Step Action Result 

Start from the secured Presumptive Activations menu. 

1 Select the Pregnant Women Activations 
submenu. 

The Presumptive Eligibility for Pregnant 
Women Request panel displays. 
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Field Descriptions 

Field Help Description 

Address Displays the first line of the address for the member.  

Address 2 Displays the second line of the address for the member.  

Application Date Displays the application date for the member.  

Birth Date Displays the date of birth of the member.  

cancel This button cancels the current operation and discards any changes.  

Citizenship Displays the citizenship of the member.  

City Displays the city of the address for the member.  

County Displays the county of the address for the member.  

Determination/Eligibility 
Begin Date 

Displays the eligibility begin date for the member. This will be auto-populated 
with the current date. (Read-Only) 



 Provider Web Portal Navigational Manual 

Page 250 
Gainwell Technologies Proprietary. For training purposes, this document may contain PHI 

© Copyright 2026 Gainwell Technologies 
The information contained herein is subject to change without notice. 

Field Help Description 

Ethnicity Displays the ethnicity of the member.  

First Name Displays the first name of the member.  

Home Phone Displays the member's phone number.  

Last Name Displays the last name of the member.  

Mailing Address Displays the mailing address for the member.  

Medicaid Application 
Submitted? 

Displays if the application has been submitted for the member.  

Member ID Displays the member's Georgia Medicaid ID. 

Middle Name Displays the middle name of the member.  

Net/Taxable Income Displays the net taxable income for the member.  

Number of Expected 
Births 

Displays the number of births that are expected. This will default to 1.  

Other Phone Displays the other phone number for the member.  

Pregnancy Due Date Displays the pregnancy due date for the member.  

Primary Household 
Language 

Displays the primary household language for the member.  

Race Displays the race of the member.  

Residential Address Displays the residential address for the member.  

Same as Mailing 
Address 

When checked, the residential address of the member will be made the same 
as the mailing address on the presumptive eligibility request. On the page, the 
residential address fields will be blanked out and disabled.  

SSN Displays the Social Security number of the member.  

State Displays the state of the address for the member.  

submit This button submits the request.  
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Field Help Description 

Suffix Displays the suffix of the member.  

ZIP Displays the ZIP code and ZIP code extension of the address for the member.  

Presumptive Eligibility for Pregnant Women Request Panel 

Note: Fields marked with an asterisk are required. Otherwise, the field is optional. 

Step Action Result 

1 Enter the Member’s ID for Georgia Medicaid. The member’s information is populated in the 
fields below when the ID entered is valid. 

2 Enter the Net/Taxable Income*.  

3 Enter the Member’s First Name*.  

4 Enter the Member’s Last Name*.  

5 Enter the Member’s Middle Name.  

6 Select the Member’s Suffix from the drop-
down list. 

 

7 Select the Member’s Race* from the drop-
down list. 

 

8 Select the Member’s Citizenship* from the 
drop-down list. 

 

9 Enter the Member’s Mailing Address*.  

10 Enter the Member’s Mailing Address 2.  

11 Enter the Member’s Mailing City*.  

12 Enter the Member’s Mailing ZIP*.  

13 Check Same as Mailing Address. The residential fields are disabled and the 
mailing address used as the residential 
address. 

14 Enter the Member’s Residential Address*.  

15 Enter the Member’s Residential Address 2.  
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Step Action Result 

16 Enter the Member’s Residential City*.  

17 Enter the Member’s Residential ZIP*.  

18 Select the Medicaid Application 
Submitted?* 

 

19 Enter the Application Date*.  

19 Enter the Member’s Birth Date*.  

20 Enter the Member’s SSN.  

21 Enter the Member’s Home Phone.  

22 Enter the Member’s Other Phone.  

23 Select the Member’s Ethnicity from the 
drop-down list*. 

 

24 Select the Member’s Primary Household 
Language from the drop-down list*. 

 

25 Select the Member’s Mailing State from the 
drop-down list*. 

 

26 Select the Member’s Mailing County from 
the drop-down list*. 

 

27 Select the Member’s Residential State from 
the drop-down list*. 

 

28 Select the Member’s Residential County 
from the drop-down list*. 

 

29 Enter the Member’s Pregnancy Due Date*.  

30 Enter the Member’s Number of Expected 
Births. 

 

31 Click submit. The Presumptive Eligibility for Pregnant 
Women request is sent for processing and the 
appropriate response appears at the top of the 
page. 
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The Presumptive Eligibility for Women's Health Medicaid Request panel allows providers and billing agents 
to add presumptive eligibility for breast and cervical cancer women. Completing this request indicates the 
user believes the woman is not currently a Georgia Medicaid member. 

Navigational Path: Presumptive Activations – Women’s Health Activations 

Step Action Result 

Start from the secured Presumptive Activations menu. 

1 Select the Women’s Health Activations 
submenu. 

The Presumptive Eligibility for Women’s Health 
Medicaid Request panel displays. 

 

Field Descriptions 

Field Help Description 

Address Displays the first line of the address for the member.  

Address 2 Displays the second line of the address for the member.  

Application Date Displays the application date for the member.  

Birth Date Displays the date of birth of the member.  
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Field Help Description 

cancel This button cancels the current operation and discards any changes.  

Citizenship Displays the citizenship of the member.  

City Displays the city of the address for the member.  

County Displays the county of the address for the member.  

Determination/Eligibility 
Begin Date 

Displays the eligibility begin date for the member. This will be auto-populated 
with the current date. (Read-Only)  

Ethnicity Displays the ethnicity of the member.  

First Name Displays the first name of the member.  

Home Phone Displays the home phone number for the member.  

Last Name Displays the last name of the member.  

Mailing Address Displays the mailing address for the member.  

Medicaid Application 
Submitted? 

Displays if the application has been submitted for the member.  

Member ID Displays the member's Georgia Medicaid ID.  

Middle Name Displays the middle name of the member.  

Net Income Displays the net income for the member. 

Other Phone Displays the other phone number for the member.  

Primary Household 
Language 

Displays the primary household language for the member.  

Race Displays the race of the member.  

Residential Address Displays the residential address for the member.  

Same as Mailing 
Address 

When checked, the residential address of the member will be made the same 
as the mailing address on the presumptive eligibility request. On the page, the 
residential address fields will be blanked out and disabled.  
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Field Help Description 

SSN Displays the Social Security number of the member.  

State Displays the state of the address for the member.  

submit This button submits the request.  

Suffix Displays the suffix of the member.  

ZIP Displays the ZIP code and ZIP code extension of the address for the member.  

 

Presumptive Eligibility for Women’s Health Medicaid Request Panel 

Note: Fields marked with an asterisk are required. Otherwise, the field is optional. 

Step Action Result 

1 Enter the Member’s ID for Georgia Medicaid. The member’s information is populated in the 
fields below when the ID entered is valid. 

2 Enter the Net Income*.  

3 Enter the Member’s First Name*.  

4 Enter the Member’s Last Name*.  

5 Enter the Member’s Middle Name.  

6 Select the Member’s Suffix from the drop-
down list. 

 

7 Select the Member’s Race from the drop-
down list*. 

 

8 Select the Member’s Citizenship* from the 
drop-down list. 

 

9 Enter the Member’s Mailing Address*.  

10 Enter the Member’s Mailing Address 2.  

11 Enter the Member’s Mailing City*.  

12 Enter the Member’s Mailing ZIP*.  
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Step Action Result 

13 Check Same as Mailing Address. The residential fields are disabled and the 
mailing address used as the residential 
address. 

14 Enter the Member’s Residential Address*.  

15 Enter the Member’s Residential Address 2.  

16 Enter the Member’s Residential City*.  

17 Enter the Member’s Residential ZIP*.  

18 Select the Medicaid Application 
Submitted?* 

 

19 Enter the Member’s Birth Date*.  

20 Enter the Member’s SSN.  

21 Enter the Member’s Home Phone.  

22 Enter the Member’s Other Phone.  

23 Select the Member’s Ethnicity* from the 
drop-down list. 

 

24 Select the Member’s Primary Household 
Language from the drop-down list*. 

 

25 Select the Member’s Mailing State* from the 
drop-down list. 

 

26 Select the Member’s Mailing County* from 
the drop-down list. 

 

27 Select the Member’s Residential State* 
from the drop-down list. 

 

28 Select the Member’s Residential County* 
from the drop-down list. 

 

29 Enter the Application Date*.  

30 Click submit. The Presumptive Eligibility for Women’s Health 
Care request is sent for processing and the 
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Step Action Result 
appropriate response appears at the top of the 
page. 

 

 
The Presumptive Eligibility for Hospital Request panel allows providers and billing agents to add 
presumptive eligibility for members and their household members. Completing this request indicates the 
user believes the pregnant woman is not currently a Georgia Medicaid member. 

Navigational Path: Presumptive Activations – Hospital Activations 

Step Action Result 

Start from the secured Presumptive Activations menu. 

1 Select the Hospitals Activations submenu. The Presumptive Eligibility for Hospital Request 
panel displays. 
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Field Descriptions 

Field Help Description 

Address Displays the first line of the address for the member.  

Address 2 Displays the second line of the address for the member.  

Aid Category Displays the aid category of the member.  

Application Date Displays the application date for the member.  

Birth Date Displays the date of birth of the member.  

cancel This button cancels the current operation and discards any changes.  

Citizenship Displays the citizenship of the member.  

City Displays the city of the address for the member.  

County Displays the county of the address for the member.  

Denial Reason Displays the reason the member was denied. Can be submitted when a valid 
qualified member ID is entered.  

Determination/Eligibility 
Begin Date 

Displays the eligibility begin date for the member. This will be auto-populated 
with the current date. (Read-Only) 

Ethnicity Displays the ethnicity of the member.  

First Name Displays the first name of the member.  

Gender Displays the gender of the member.  

Home Phone Displays the member's phone number.  

Is Member Pregnant? Displays if the member is pregnant.  

Last Name Displays the last name of the member.  

Mailing Address Displays the mailing address for the member.  

Medicaid Application 
Submitted? 

Displays if the application has been submitted for the member.  
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Field Help Description 

Member ID Displays the member's Georgia Medicaid ID. 

Middle Name Displays the middle name of the member.  

Net/Taxable Income Displays the net taxable income for the member.  

Number of Adults Displays the number of adults in the household.  

Number of Children Displays the number of children in the household.  

Number of Expected 
Births 

Displays the number of expected unborn children of the pregnant women.  

Other Phone Displays the other phone number for the member.  

Pregnancy Due Date Displays the pregnancy due date for the member.  

Primary Household 
Language 

Displays the primary household language for the member.  

Qualifying Member ID Displays the qualifying member's Georgia Medicaid ID.  

Race Displays the race of the member.  

Residential Address Displays the residential address for the member.  

Same as Mailing 
Address 

When checked, the residential address of the member will be made the same 
as the mailing address on the presumptive eligibility request. On the page, the 
residential address fields will be blanked out and disabled.  

SSN Displays the Social Security number of the member.  

State Displays the state of the address for the member.  

submit This button submits the request.  

Suffix Displays the suffix of the member.  

ZIP Displays the ZIP code and ZIP code extension of the address for the member.  

 

Presumptive Eligibility for Presumptive Eligibility for Hospital Request Panel 

Note: Fields marked with an asterisk are required. Otherwise, the field is optional. 
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Step Action Result 

1 Enter the Member’s ID for Georgia Medicaid. The member’s information is populated in the 
fields below when the ID entered is valid. 

2 Enter the Qualifying Member ID. The qualifying member’s household information 
is populated in the fields below when a valid 
qualifying member ID is entered. 

3 Enter the Net/Taxable Income*.  

4 Enter the Member’s First Name*.  

5 Enter the Member’s Last Name*.  

6 Enter the Member’s Middle Name.  

7 Select the Member’s Suffix from the drop-
down list. 

 

8 Select the Member’s Race* from the drop-
down list. 

 

9 Select the Member’s Citizenship* from the 
drop-down list. 

 

10 Enter the Member’s Mailing Address*.  

11 Enter the Member’s Mailing Address 2.  

12 Enter the Member’s Mailing City*.  

13 Enter the Member’s Mailing ZIP*.  

14 Check Same as Mailing Address. The residential fields are disabled and the 
mailing address used as the residential 
address. 

15 Enter the Member’s Residential Address*.  

16 Enter the Member’s Residential Address 2.  

17 Enter the Member’s Residential City*.  

18 Enter the Member’s Residential ZIP*.  



 Provider Web Portal Navigational Manual 

Page 261 
Gainwell Technologies Proprietary. For training purposes, this document may contain PHI 

© Copyright 2026 Gainwell Technologies 
The information contained herein is subject to change without notice. 

Step Action Result 

19 Select the Medicaid Application 
Submitted?* 

 

20 For female member’s, select the Is Member 
Pregnant?* 

 

21 Enter the Member’s Number of Expected 
Births. 

 

22 Select the Denial Reason.  

23 Select an Aid Category.  

24 Enter the Number of Adults*.  

25 Enter the Number of Children*.  

26 Select the Member’s Gender*.  

27 Enter the Member’s Birth Date*.  

28 Enter the Member’s SSN.  

29 Enter the Member’s Home Phone.  

30 Enter the Member’s Other Phone.  

31 Select the Member’s Ethnicity* from the 
drop-down list. 

 

32 Select the Member’s Primary Household 
Language* from the drop-down list. 

 

33 Select the Member’s Mailing State* from the 
drop-down list. 

 

34 Select the Member’s Mailing County* from 
the drop-down list. 

 

35 Select the Member’s Residential State* 
from the drop-down list. 

 

36 Select the Member’s Residential County* 
from the drop-down list. 
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Step Action Result 

37 Enter the Application Date*.  

38 Enter the Member’s Pregnancy Due Date.  

39 Click submit. The Presumptive Eligibility for Hospital request 
is sent for processing and the appropriate 
response appears at the top of the page. 
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 Health Check Overview  
The Health Check page allows providers and billing agents to search, add and view health check 
appointments as well as screenings, dental, lead and immunization information for Georgia Medicaid 
members. 

The Health Check submenu includes: Search 

 

 
The Health Check Member Search panel allows providers and billing agents to search for health check 
related data against Georgia Medicaid members.  

Minimum search combinations:  

1. Member ID 

2. SSN and DOB 

3. Last Name, First Name, and DOB 

4. Last Name, First Name, and SSN 

Navigational Path: Health Check - Search 

Step Action Result 

Start from the secured Health Check menu. 

1 Select the search submenu. The Health Check Member Search panel 
displays. 

 

Field Descriptions 

Field Help Description 

Birth Date Displays the date of birth of the member.  

clear This button clears the search criteria fields.  

First Name Displays the first name of the member.  

Last Name Displays the last name of the member.  
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Field Help Description 

Member ID Displays the Georgia Medicaid identification number of the member.  

search This button is used to initiate the search.  

SSN Displays the Social Security number of the member.  

Health Check Member Search 
Step Action Result 

1 Enter the Member ID.  

2 Enter the member’s Last Name.  

3 Enter the member’s First Name.  

4 Enter the member’s SSN.  

5 Enter the member’s DOB.  

6 Click search. The appropriate Health Check panels appear 
based on the search criteria. 

 

 
The Health Check Information panel allows providers and billing agents to view the health check screening 
dates for the Georgia Medicaid member. 

Navigational Path: Health Check - Search 

Step Action Result 

Start from the secured Health Check menu. 

1 Select the search submenu. The Health Check Member Search panel 
displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Health Check Information panel displays. 
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Field Descriptions 

Field Help Description 

Blood Lead Level Date Displays the date of service of the last blood lead level for the member. (Read-
Only)  

Dental Screen Date Displays the date of service of the last dental screen for the member. (Read-
Only)  

Foster Care Displays if the member is in foster care. Valid values for this field are 'Yes' and 
'No'. (Read-Only)  

Gender Displays the gender of the member. (Read-Only)  

Inter Hearing Screen 
Date 

Displays the date of service of the last hearing interperiodic screen for the 
member. (Read-Only)  

Inter Vision Screen Date Displays the date of service of the last interperiodic vision screen for the 
member. (Read-Only)  

Medical Screen Date Displays the date of service of the last Health Check screen for the member. 
(Read-Only)  

Member Age Displays the age of the member. If the age was less than one month, the age 
will be displayed in days with a ‘D’ indicator. If the age was greater than one 
month and less than three years, the age will be displayed in months with an 
M indicator. If the age was three years or greater, the age will be displayed in 
years with a ‘Y’ indicator. (Read-Only)  

Member Birth Date Displays the date of birth of the member. (Read-Only)  

Member County Displays the county of the address of the member. (Read-Only)  

Member ID Displays the Georgia Medicaid identification number of the member. (Read-
Only)  

Member Name Displays the last name, first name, and middle initial of the member. (Read-
Only)  
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Field Help Description 

Missed Blood Lead 
Level 

Displays the member's missed blood lead level. Displays either the twelve 
(12M) or twenty-four (24M) month missed blood lead level. (Read-Only)  

Missed Medical 
Screening Sequence 

Displays the missed medical screening sequence number for the member. 
(Read-Only)  

Next Dental Screen Date Displays the next dental screening due date for the member. (Read-Only)  

Next Medical Screen 
Date 

Displays the next health check screening due date for the member. (Read-
Only)  

PCP Name Displays the name of the active primary medical provider for the member. 
(Read-Only)  

Peach Care Displays if the member is a PeachCare for Kids® member. Valid values for 
this field are 'Yes' and 'No'. (Read-Only)  

Plan Displays the assignment and benefit plan for the member. (Read-Only)  

 

 
The health check Details panel provides members, providers, and billing agents the ability to view health 
check screenings, dentals, lead, immunization, and tuberculosis (TB) claim information for Medicaid eligible 
members under the age of 21 and Peach Care for Kids® eligible members under the age of 19. 

Navigational Path: Health Check - Search 

Step Action Result 

Start from the secured Health Check menu. 

1 Select the search submenu. The Health Check Member Search panel 
displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Details panel displays. 

 

Field Descriptions 

Field Help Description 

Age Displays the age of the member at the time of the screening. If the age was 
less than one month, the age will be displayed in days with a D indicator. If the 
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Field Help Description 
age was greater than one month and less than three years, the age will be 
displayed in months with an M indicator. If the age was three years or greater, 
the age will be displayed in years with a ‘Y’ indicator. (Read-Only)  

Description Displays the medical or dental description of the procedure code. (Read-Only)  

Diagnosis Displays the diagnosis billed on the claim/encounter. (Read-Only)  

DOS Displays the date of service. (Read-Only)  

HC Referral Code Displays the health check referral code billed on the claim/encounter. If an 
EPSDT is indicated a Y is displayed to indicate yes, otherwise an ‘N’ is 
displayed to indicate no which includes the valid referral codes of 'AV', 'ST', 
'S2', 'NU'. (Read-Only)  

ICD Version Displays the version of the ICD value. (Read-Only) 

Modifiers Displays the modifier codes used to further describe a procedure. Multiple 
modifiers for one procedure will be separated by spaces. (Read-Only)  

Procedure Displays the code used to identify a medical and dental procedure. (Read-
Only)  

Provider Name Displays the name of the provider who rendered the service. (Read-Only)  

Seq Num Displays the health check screening sequence number (only on medical 
screens). (Read-Only)  

 

 
The Critical Health Information panel allows providers and billing agents to add or view notes which may be 
useful to another health care professional in the delivery of care to the member. Notes cannot be updated to 
ensure historic information is available to providers through the secure Web Portal. 

Navigational Path: Health Check - Search 

Step Action Result 

Start from the secured Health Check menu. 

1 Select the search submenu. The Health Check Member Search panel 
displays. 

2 Enter the appropriate search criteria.  
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Step Action Result 

3 Click search. The Critical Health Information panel displays. 

 

Field Descriptions 

Field Help Description 

add This button is used to add data to the panel.  

Note Displays the notes added by authorized users which may be useful to another 
health care professional in the delivery of care to the member.  

Note Date Displays the date the note was added. Date is automatically populated. (Read-
Only)  

Note Time Displays the time the note was added. Time is automatically populated and 
formatted as HH:MM:SS. (Read-Only)  

Provider Name Displays the name of the provider entering the health related note. The 
provider name is automatically populated based on the provider ID being used 
to navigate on the page through the secure Web Portal. (Read-Only)  

Subject Line Displays the subject line for the note. If left blank, the first 20 characters of the 
note text are automatically added in the field.  

Adding Critical Health Information 

Step Action Result 

1 Click add. A new row is added. 

2 Enter the Subject Line.  

3 Enter the Note*.  
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Step Action Result 

4 Click submit. The appropriate response appears at the top of 
the page. 

 

 
The GRITS Immunization History panel is used to view the immunization history for a member based on 
information received from Georgia Registry of Immunization Transactions and Services (GRITS).  

A hyperlink is also provided to users to allow easy access to the GRITS site. 

Navigational Path: Health Check - Search 

Step Action Result 

Start from the secured Health Check menu. 

1 Select the search submenu. The Health Check Member Search panel 
displays. 

2 Enter the appropriate search criteria.  

3 Click search. The GRITS Immunization History panel 
displays. 

 

Field Descriptions 

Field Help Description 

Age Displays the age of the member on the date the vaccine was administered. If 
the age was less than one month, the age will be displayed in days with a D 
indicator. If the age was greater than one month and less than three years, the 
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Field Help Description 
age will be displayed in months with an M indicator. If the age was three years 
or greater, the age will be displayed in years with a ‘Y’ indicator. (Read-Only)  

CMO Name Displays the name of the member's care management organization. (Read-
Only)  

County Displays the county that the member's address is in. (Read-Only)  

CPT Code Displays the immunization CPT code. (Read-Only)  

Date Of Service Displays the date the vaccine was administered. (Read-Only)  

DOB Displays the date of birth for the member. (Read-Only)  

Gender Displays the gender of the member. (Read-Only)  

Manufacturer Code Displays the code that identifies the company which makes the drug. (Read-
Only)  

Member ID Displays the Georgia Medicaid identification number of the member. (Read-
Only)  

Member Name Displays the name of the member. (Read-Only)  

Provider Name Displays the name of the provider administering the vaccine. (Read-Only)  

Reaction Code Displays an adverse reaction to the vaccine which was administered to the 
member. (Read-Only)  

Sending Organization Displays the sending organization of the clinic administering the vaccine. 
(Read-Only)  

Site Name Displays the site name of the provider administering the vaccine. (Read-Only)  

Trade Name Displays the vaccine manufacturer. (Read-Only)  

Vaccine Displays the description of the vaccine CPT code. (Read-Only)  

 

 
The Notification Information panel allows providers to add or view screening responses to medical, dental, 
and blood lead screening notifications that have been sent to health check eligible members. Notification 
information cannot be updated to ensure historic information is available to providers through the secure 
Web Portal. 
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Navigational Path: Health Check - Search 

Step Action Result 

Start from the secured Health Check menu. 

1 Select the search submenu. The Health Check Member Search panel 
displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Notification Information panel displays. 

 

Field Descriptions 

Field Help Description 

add This button is used to add data to a panel.  

Appointment Date Displays the appointment date. This field will only be visible when the 
response type is “Set Appointment (Health Check Exam)”, “Set Appointment 
(Dental)”, “Set Appointment (Blood Lead)” or “Screen Completed and Referred 
for Treatment”.  

Notice Date Displays the date letter was mailed to the member. (Read-Only)  

Notice Type Displays the type of letter sent to member such as annual, dental, lead, 
periodic, newly eligible, unborn, overdue, and so on. The full technical name 
will be displayed in this field. (Read-Only)  

Referred to Provider 
Name 

Displays the name of referred to provider. This field will only be visible when 
the response type is “Set Appointment (Health Check Exam)”, “Set 
Appointment (Dental)”, “Set Appointment (Blood Lead)” or “Screen Completed 
and Referred for Treatment”.  

Response Date Displays the health check screening response date, which is not applicable to 
CMO health check notification information. (Read-Only)  

Response Type Displays the health check screening response type, which is not applicable to 
CMO health check notification information.  
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Adding Appointment Information 
Step Action Result 

1 Click add. A new row is added. 

2 Select the Response Type from the drop-
down list*. 

 

3 Enter the Referred to Provider Name.  

4 Enter the Appointment Date*.  

5 Click submit. The appropriate response appears at the top of 
the page. 

 

 

The Referral to Diagnostic and Treatment from Screening panel allows providers and billing agents to view 
or update the diagnostic and treatment history for the Georgia Medicaid member. New records cannot be 
added to the panel as it is restricted to updates against existing records only. Only the provider who is 
assigned as the rendering provider on the associated claim will be able to make updates to the 
corresponding row(s). 

Navigational Path: Health Check - Search 

Step Action Result 

Start from the secured Health Check menu. 

1 Select the search submenu. The Health Check Member Search panel 
displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Referral to Diagnostic and Treatment from 
Screening panel displays. 
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Field Descriptions 

Field Help Description 

Diagnosis Code1 / 
Version 

Displays the diagnosis billed on the health check screening claim/encounter. 
Displays the version of the ICD value. (Read-Only)  

Diagnosis Code2 / 
Version 

Displays the diagnosis billed on the health check screening claim/encounter. 
Displays the version of the ICD value. (Read-Only)  

Diagnosis Code3 / 
Version 

Displays the diagnosis billed on the health check screening claim/encounter. 
Displays the version of the ICD value. (Read-Only)  

Diagnosis Code4 / 
Version 

Displays the diagnosis billed on the health check screening claim/encounter. 
Displays the version of the ICD value. (Read-Only)  

Dx Description1 Displays the description of the screening diagnosis code. (Read-Only)  

Dx Description2 Displays the description of the screening diagnosis code. (Read-Only)  

Dx Description3 Displays the description of the screening diagnosis code. (Read-Only)  

Dx Description4 Displays the description of the screening diagnosis code. (Read-Only)  

HC Referral Code Displays the referral code billed on the health check screening 
claim/encounter. If an EPSDT is indicated a ‘Y’ is displayed to indicate yes, 
otherwise an ‘N’ is displayed to indicate no which includes the valid referral 
codes of 'AV', 'ST', 'S2', 'NU'. (Read-Only)  

ICD Version Displays the version of the ICD value. (Read-Only) 

Note Displays the note related to the diagnostic and treatment for the member.  

Note Date Displays the date the note was added. Date is automatically populated with 
the current date when the note text changes from blank to non-blank and 
updated to the current date when the note text is updated when already non-
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Field Help Description 
blank. Date and time will be stored in this DATE domain field on the database. 
(Read-Only)  

Screening Date Displays the date of service on the health check screening claim/encounter. 
(Read-Only)  

Screening Provider  
Name 

Displays the name of the screening provider on the health check screening 
claim/encounter. (Read-Only)  

Specialty of Tx Provider Displays the provider specialty description. (Read-Only)  

Treatment Date Displays the first date of service for the diagnostic or treatment claim. (Read-
Only)  

Treatment Provider 
Name 

Displays the name of the treatment provider on the diagnostic and treatment 
claim/encounter. (Read-Only)  

Type of Tx Provider Displays the provider type description of the treatment provider on the health 
check screening claim/encounter. (Read-Only)  

Adding or Updating a Note 
Step Action Result 

1 Select the row to add or update a note 
against. 

The note field becomes available for entry. 

2 Enter the Note*.  

3 Click submit. The appropriate response appears at the top of 
the page. 
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 Reports Overview 
The Reports menu allows providers and provider office administrators to search for assigned letters and 
reports, such as a remittance advice.  

The Reports submenu includes: 

1. Financial Reports 

2. Hospital Statistical and Reimbursement (HS&R) Reports 

3. Other Reports 

4. Letters 

 

 
The Reports pages allow providers and billing agents to view and/or download assigned reports, such as a 
remittance advice. Reports are broken into three pages to allow providers to delegate to which report the 
office administrator should or should not have access: Financial Reports, Hospital Statistical and 
Reimbursement (HS&R) Reports, and Other Reports.  

Minimum search combinations: Report, From Date and To Date. 

Navigational Path: Reports – select designated reports page 

Step Action Result 

Start from the secured Reports menu. 

1 Select the Financial Reports or HS&R 
Reports or Other Reports submenu. 

The Reports panel displays. 

 

Field Descriptions 

Field Help Description 

Clear This button clears the search criteria fields.  

From Date Displays the from date to search by, which is automatically populated three 
months prior to the first of the current month. The date range will be included 
as search criteria to identify reports with a creation date on or within the 
specified date range.  

Records Displays the number of search results to display per page.  
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Field Help Description 

Report Displays the title of the available reports for the logged in user.  

Search This button is used to initiate the search.  

To Date Displays the through date to search by, which is automatically populated with 
the current date. The date range will be included as search criteria to identify 
reports with a creation date on or within the specified date range.  

Reports Panel 

Navigational Path: Reports – select designated reports page 

Step Action Result 

1 Select the Report from the drop-down list*.  

2 Enter the From Date*.  

3 Enter the To Date*.  

4 Click search. The appropriate search results are displayed 
based on the search criteria entered. 

 

 
The Search Results panel allows providers and billing agents to download and view assigned reports, based 
on the search criteria entered on the reports panel. Click the row to begin downloading the requested report. 

Navigational Path: Reports – select designated reports page – enter search criteria - search 

Step Action Result 

Start from the secured Reports menu. 

1 Select the Financial Reports or HS&R 
Reports or Other Reports submenu. 

The Reports panel displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Search Results panel displays. 
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Field Descriptions 

Field Help Description 

Report Name Displays the title of the report. (Read-Only)  

Run Date Displays the creation date of the report. (Read-Only)  

 

 
The Letter panel allows providers and billing agents to search for assigned letters. 

Minimum search combinations: Letter, From Date, and To Date. 

Navigational Path: Reports - Letters 

Step Action Result 

Start from the secured Reports menu. 

1 Select the Letters submenu. The Letter panel displays. 

 

Field Descriptions 

Field Help Description 

Clear This button clears the search criteria fields.  

From Date Displays the From date to search by, which is automatically populated three 
months prior to the first of the current month. The date range will be included 
as search criteria to identify letters with a creation date on or within the 
specified date range.  

Letter Displays the title of the available letter for the logged in user.  

Records Displays the number of search results to display per page.  

Search This button is used to initiate the search.  

To Date Displays the through date to search by, which is automatically populated with 
the current date. The date range will be included as search criteria to identify 
letters with a creation date on or within the specified date range.  
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Letter Panel 

Navigational Path: Reports - Letters 

Step Action Result 

1 Select the Letter from the drop-down list*.  

2 Enter the From Date*.  

3 Enter the To Date*.  

4 Click search. The appropriate search results are displayed 
based on the search criteria entered. 

 

 
The Search Results panel allows providers and billing agents to download and view assigned letters, based 
on the search criteria entered on the letters panel. Click the row to begin downloading the requested letter. 

Navigational Path: Reports - Letters - enter search criteria – search 

Step Action Result 

Start from the secured Reports menu. 

1 Select the Letters submenu. The Letter panel displays. 

2 Enter the appropriate search criteria.  

3 Click search. The Search Results panel displays. 

 

Field Descriptions 

Field Help Description 

Report Name Displays the type of letter. (Read-Only)  

Run Date Displays the creation date of the letter. (Read-Only)  
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 Trade Files Download Overview 
The download page allows authorized submitters, providers and billing agents to download their assigned 
batch response files. The files are ordered by the date they become available, beginning with the most 
recent. 

For providers, the Trade Files submenu includes: Download 

 

 
The File Download Search panel allows authorized providers and billing agents to search for their assigned 
batch response files. 

Minimum Search Criteria: Document Type and Date Available 

Navigational Path: Trade Files - Download 

Step Action Result 

Start from the secured Trade Files menu. 

1 Select the Download submenu. The File Download Search panel displays.  

 

Field Descriptions 

Field Help Description 

clear This button clears the search criteria fields.  

Date Available Displays the date the file became available for download. When the date 
available is blank, the search results will display all files that are available to 
be downloaded.  

Document Type Displays the type of response file to search by.  

Exclude files previously 
downloaded 

Displays if the search results should exclude files that have previously been 
downloaded by inserting a check into the appropriate field.  

Records Displays the number of search results to display per page.  

search This button is used to initiate the search.  

 



 Provider Web Portal Navigational Manual 

Page 280 
Gainwell Technologies Proprietary. For training purposes, this document may contain PHI 

© Copyright 2026 Gainwell Technologies 
The information contained herein is subject to change without notice. 

File Download Search 

Navigational Path: Trade Files – Download 

Step Action Result 

1 Select the Document Type* from the drop-
down list. 

 

2 Enter the Date Available.  

3 Check Exclude files previously downloaded.  

4 Click search. The appropriate search results are displayed 
based on the search criteria entered. 

 

 
The Files Available for Download panel allows authorized providers and billing agents to download their 
assigned response files based on the search criteria entered on the file download search panel. 

Navigational Path: Trade Files – Download – enter search criteria - search 

Step Action Result 

Start from the secured Trade Files menu. 

1 Select the Download submenu. The File Download Search panel displays.  

2 Enter the appropriate search criteria.  

 Click search. The Files Available for Download panel 
displays. 
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Downloading Files 
Step Action Result 

1 Insert a check in the Download box for the 
appropriate batch response files or click 
Select All to download all files. 

 

2 Click download. The prompt to save the files is provided. 

 

Step Action Result 

3 Select whether to Open or Save the file. If open is selected, the files are downloaded 
and displayed for viewing. If save is selected, 
continue to the next step. 
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Step Action Result 

4 Select the location for where the file should 
be saved from the Save in: window and click 
Save. 

The file(s) is downloaded in the location 
specified and available for viewing. 
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