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Introduction

The Louisiana Medicaid Self-Service Portal (SSP) offers a variety of features that applicants and
members can access. Users can apply through the SSP with or without creating an account.
However, we highly recommend setting up an account. Doing so allows you to save your
information and keep a record of your application for future reference. Those who create
accounts on the SSP can also enjoy additional features, including:

e Checking benefit status.

e Ordering new Medicaid cards.

e Reporting changes, including the option to request closure.

e Renewing benefits.

e Viewing correspondence from Medicaid.

e Managing your online account.

Please note that some features may differ based on a person's enrollment status. For example,
the option to renew benefits is only available in the SSP during the weeks leading up to a
member’s renewal date.

In this guide, we will take you through the steps of setting up an account in the Self-Service
Portal at https://MyMedicaid.la.gov and linking your Medicaid case to your SSP account.
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Section 1 — How to Set Up an Account and Log into the Self-Service Portal

We recommend that Louisiana residents use the online Medicaid Self-Service Portal (SSP) to
apply for benefits and update their case information.

Subsection 1.1 — How to Set up an Account in the Self-Service Portal
This section will guide you through the steps to create an account.

Go to https://MyMedicaid.La.gov on your computer, mobile device or smartphone. The picture
on your screen may be different from the one shown below.

Make sure you are on the Public tab. Click on "Login & Create Account."

ey ouisiana
I-J DEPARTMENT OF HEALTH En Espaiol Tiéng Viét Help LOGIN & CREATE ACCOUNT

Public Partner Provider

ANNOUNCEMENT and ick here for help. Are you having difficulty linking a case to your accoun
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By creating an account, you will be able to... Helpful Links

Apply for benefits, check the status of an application, report any household

changes, request a new card if you need one and renew your benefit:
LOGIN & CREATE ACCOUNT

‘ for any of these actions.

If you have already been approved for Medicaid and need to enroll in a 1 forgot my password or User ID.
health plan, click here.
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You will then see the “Login or Create an Account” screen.

Follow the steps below.

1. Onthe Login or Create an Account screen, you will see a section called Create an
Account and a link called Click here to create an account. Click on the word here.

CREATE AN ACCOUNT

. ct_

2. You will see the Create an Account screen.
Step 1: Your Personal Information — Enter your name and email address. Please make
sure you have access to the email account you provide. If you want to create a free
email account, there are links on the page to websites that offer free email services.

STEP 1: YOUR PERSONAL INFORMATION

Please fill in your name and email address below.

* First Name: Middle Name: * Last Name:

In order to setup an account, you are required to enter an email address. If you do not have an email address, you can create one for free at Gma

com, or Yahoo.com.

* Email Address:

* Confirm Email Address:

Phone Number (this number must have text messaging capabilities):
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Step 2: Account Credentials — You will need to create your own user ID, password and a
six-digit numerical PIN. Be sure to save the user ID, password and PIN in a secure
location. You will need them later. DO NOT use your email address as your User ID.

STEP 2: ACCOUNT CREDENTIALS

To create an account, you will need to create a user ID, password, and PIN. For each of these, you should choose something that's easy for you to remember

but hard for other people to guess. Keep in mind that you will need your PIN when electronically signing anything you submit to LDH.

User IDs must have a minimum of 8 characters and a maximum of 64 * User ID:
characters. User IDs must contain at least 1 letter, and can contain numbers

and the following special characters: “_", “@", “-“, and “" (underscore, at

symbol, hyphen, and period). User IDs cannot contain two consecutive

allowable special characters.

Password must have a minimum of 8 characters and contain at least 3 of * Password:
the following 4 categories: Numeric Character (0-9), English Uppercase (A-
2), English Lowercase (a-z), and special characters (, !@#5%"&"()-_+{[=\|/5}

<),

| * Retype Password:

PIN must be 6 numbers long and can only contain numeric characters (0-9). * PIN:

Step 3: Security Check — Enter the letters and numbers from the image on the screen to
prove you are not a robot.

STEP 3: SECURITY CHECK
Please enter the letters and/or numbers you see below. If you cannot tell what letter or numbers are being displayed, click on

the "Refresh" button and the system will display new letters and/or numbers. If you are using screen reader software or
cannot tell what the letter and/or numbers are, you can click on the "Listen" button and the system will read them to you
(please note: your computer must be able to play sound and your volume must be on for this to work).

Refresh
F T Y 6 L 8 8 Listen

* Enter the letters and/or numbers you see above:

3. Click the Create Account button.

CREATE ACCOUNT »
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4. You will get an email from Medicaid asking you to click a link to finish creating your
account. Click the link in the email to finish setting up your account.

From: Louisiana-Account-Notificat... L’
To: Hide

[Action Required] Please Confirm
Your Email Address

Hello

In order to complete the account creation process, please
click the hyperlink below ("Confirm Your Email”) to confirm
that you have received this email.

After clicking this link you will be directed back to the Self-
Service Portal to log in with your User ID and password.

Confirm Your Email
This link will expire in 24 hours.

Details: Our records indicate that you have initiated the
creation of a State of Louisiana account with User ID
on 03/28/2019 at 10:59:00.

Thank you,
Louisiana Access Service Technology

When you click on the link, you will see a page that verifies your account was updated
successfully.

LOUISIANA

|
L_. DEPARTMENT OF HEALTH

ACCOUNT UPDATED SUCCESSFULLY

Your account has been successfully updated. Please click on the “Next" button at the bottom of the page to login to your account.

NEXT »
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Subsection 1.2 — How to Log into the Self-Service Portal

After you create an account, you can log in. Go to https://MyMedicaid.La.gov on your
computer, mobile device or smartphone. Make sure you are on the Public tab. Click on Login &
Create Account.
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By creating an account, you will be able to... Helpful Links

Apply for benefits, check the status of an application, report any household
changes, request a new card if you need one and renew your be

for any of these actions. ° mNICREATEKCOUNTi

If you have already been approved for Medicaid and need to enroll in a 1 forgot my password or User ID.

health plan, click here.

Enter your User ID and Password, and then click Login. If you do not remember your User ID or
Password, click the links that say, “I forgot my User ID” or “| forgot my Password.”

Login or Create an Account

LOGIN

If you had a user ID and password prior to November 2018, you must create an account to use our new system.

* User ID: | forgot my User ID

* Password: | forgot my Password

4!

Resend Confirmation Email

LOGIN

I

If you have already been approved for Medicaid and need to enroll in a health plan, click here.
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Subsection 1.3 —

How to Link Your Medicaid Case to Your Self-Service Portal Account

Many features in the Self-Service Portal (SSP) are not available unless you link a Medicaid case to your

SSP account.

If you followed the steps in Subsection 1.2, you should have logged into the SSP and be able to
see the My Account Home Page. Click on Manage My Account.

F1 LOUISIANA
L_. DEPARTMENT OF HEALTH 1 loggedinas LOGOUT

My Account Home Page

Q

il

2 O »

MY APPLICATIONS

Fill out an application for health coverage, complete an application that you have already started and saved, or print a summary of an

application you have submitted. You can also check the status of your submitted applications

CHECK MY BENEFITS

View information about your health coverage case or health coverage.

ORDER MEDICAID CARD

Order a Louisiana Medicaid card for a member of your household. Please verify your mailing address is correct before ordering card(s

Card(s) should arrive in an estimated 7 - 10 days.

REPORT MY CHANGE

Report changes to your information online that may affect your benefits, complete a change report that you have already started and saved,

or print a summary of a change report you have submitted

RENEW MY BENEFITS

Submit a renewal, complete a renewal that you have already started and saved, or print a summary of a renewal you have submitted. Click
)r instructions on how to complete a renewa

MY DOCUMENTS

View your mail and upload information we need from you

MANAGE MY ACCOUNT

Link to your case, change or reset your password, PIN and other account information
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You will see the Manage My Account screen.
To link your Medicaid case, follow these steps:

1. Scroll to the bottom of the screen to the section called Case Linking Information. For
the question, “Would you like to link an existing case to your account?” select “Yes”
from the drop-down menu.

CASE LINKING INFORMATION

1
* Would you like to link an existing case to your account?

Yes
No

2. Provide the last name and date of birth for the primary contact person. Then, choose
whether you want to provide a Medicaid Card Number/CCN, Medicare Number, or
Social Security Number. Enter the corresponding number. Then click Update Account.

CASE LINKING INFORMATION

I I

s et SR |

« PREVIOUS UPDATE ACCOUNT »
e N
Healthy Louisiana
Note: Your Medicaid Card Number/CCN is on the o
front of your Healthy Louisiana card. I:::' DEPARTMENT OF HEALTH k
—— CCN:
\ /
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After you click Update Account, you will see a screen that verifies your account has been
updated.

ACCOUNT UPDATED SUCCESSFULLY

Your account has been successfully updated. Please click on the “Next” button at the bottom of the page to return to your

account.

NEXT »

You have now linked your Medicaid case to your SSP account and can use SSP functions to manage your

Medicaid case, including updating your address and requesting closure.
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