
 
 

Long Term Care MEDI 
Registration Tools and Guidelines 
for Long Term Care Providers 

1 



 Go to 
http://www.illinois.gov/hfs/MedicalProviders/EDI/medi/Pages/defa
ult.aspx   
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http://www.illinois.gov/hfs/MedicalProviders/EDI/medi/Pages/default.aspx
http://www.illinois.gov/hfs/MedicalProviders/EDI/medi/Pages/default.aspx


 To Get a Digital ID click on the Register for MEDI link on the right 
hand side of the page (see slide 2.   

 Click the Getting Started Link to make sure your system meets the 
requirements to use the MEDI App. 
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 Click on the Registration Toolbox for a reference guide to all forms of 
registration available. 

 Help Documentation provides a more detailed description of MEDI 
functionality. 
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To submit claims and LTC transactions  a minimum of two links  should appear on your MEDI 
Home Page:  Internet Electronic Claims (IEC) and Long Term Care (LTC).   If these two links do not 
appear on your MEDI Home page, please continue to the next slide to learn how to obtain them. 
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 Click on the Registration Menu on the upper left hand corner of your 
home page. 
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 To register a Medicaid provider you will need 
to reference the facility’s Provider Information 
sheet that was sent when the facility was 
enrolled.  

 If you do not have the Provider Information 
Sheet, you may request one on the Registration 
Page by clicking the link found below the 
Medicaid Provider Link named “request a 
Provider Information Sheet.” 
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 The information marked with an asterisk (*) must be entered exactly as it 
shown on the Provider Information Sheet.   

 This process must be completed for each facility you wish to view the 
Long Term Care information for.   
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 Once you have completed entering the required information 
click the Submit Button. 

 If there are errors you will be prompted to correct them 
before proceeding to the next step.   

 If there are no errors you will be asked if you are registering 
as an administrator for the existing or a new location.  Select 
the existing location.  

 Once you have received the message indicating you have 
successfully registered as an administrator you should have 
access to the Long Term Care Link on the MEDI Home Page.  

 For information on managing administrators and employees 
in the MEDI system, please refer to the MEDI Registration 
Toolbox located on the MEDI Login Page. 
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 Registering as a Payee will grant you access to the Internet Electronic 
Claims System, Claim Status features, and Electronic Remittance 
Advices (ERA).  Click on the Registration Menu button and select 
Payee to begin.   

 

14 



 Corporations with multiple facilities sometimes share the same payee 
number.  In these instances registering the payee is only needed once. 
The information required to register a payee is also found on the 
Provider Information Sheet as well as at the bottom of paper 
remittance advices.   

 To verify the payee number compare two remittance advices from 
two different facilities.  The provider number is found at the top left 
hand corner of the remittance advice and the payee number is located 
at the bottom of the remittance advice. 

 If two different facilities have the same payee number, you will only 
have to register the payee once in MEDI, however, each provider 
number must be registered separately. 

 Once the payee is registered the system will automatically link to the 
enrolled provider(s) that have successfully registered in MEDI and 
share the same payee number in our IMPACT Provider Enrollment 
System.  The name and number of the registered provider(s) linked to 
the payee will appear in the drop down boxes for the IEC tabs for 
Claim Submission, Upload/Download X12 File(s), Claim Status and 
Electronic Remittance Advice (ERA) transactions.   
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 Once you have entered the information marked with an asterisk, 
click Submit.   

 If there are errors, you will be prompted to correct them before 
completing.   

 Once the registration is accepted you will usually be granted 
access to the Internet Electronic Claims (IEC) link within 24 – 72 
hours.   

 The IEC Link will grant you access to submit electronic claims 
(after 10/01/16 for long term care providers). Completing the 
Payee Registration starts the 835 process for claims submitted after 
the date of registration. Claims submitted before this date will not 
have 835s.   

 Please review the MEDI Registration Toolbox for information on 
managing Payee access and information.   
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 You will also be able to authorize a business 
entity to submit claims on your behalf.   

 This may be an ideal option if you will be 
submitting claims for multiple facilities. 

 Using this option allows a registered Medicaid 
Provider to designate a third party limited 
access to submit claims electronically on their 
behalf without granting full access to the data 
available in MEDI.   
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 The Third Party Business User must have their own login and 
password and registration in MEDI. 

 To register as a Non-enrolled Business User select Other Business 
from the Registration Menu. 
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 The information entered on this page should be entered by the Third 
Party Business that will be submitting claims for the Medicaid Provider.   

 For detailed information on what information should be used, please 
refer to the MEDI Registration Toolbox.   
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 Once the Business Entity is registered as a non-
enrolled business, an administrator must 
request Medicaid Provider Authorization to 
submit claims using the IEC for each enrolled 
Medicaid Provider you wish to submit claims 
for. 

 An administrator for the Enrolled Long Term 
Care Provider must approve the billing entity’s 
authorization request to initiate IEC 
transactions. 
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 To request Medicaid Provider Authorization, go to 
the Manage My Account tab located in the upper 
left hand corner of your home page 

 Select the business entity/clearinghouse you want 
to request an authorization for and select the radio 
button to the left and then click on the 
Authorization Button in the upper right hand 
corner of the screen. 

 On the next page click on “Req Provider Auth” 
(only non-provider businesses will have this 
option)   
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 Note:  the provider name, number fields must be entered as they appear on 
the Provider Information Sheet and you must select an application from the 
drop-down list, answer the claim preparer question and click submit to 
complete the authorization request. 

 Warning:  if you are unsuccessful in requesting provider authorization five 
times, you will be locked out of the MEDI system and will have to contact 
Network Services to have your account unlocked.   

 If there are no errors you will be returned to the Request Provider 
Authorization page to review the status of your authorization requests.   

 The authorization process typically takes 2-3 business days to be granted 
before transactions can be exchanged.  This is required to update HFS’s  
X12N translator software. 

 Any pending authorization requests will show up at the bottom of the 
authorization request screen.   

 Once this step is completed, the provider will need to grant the authorization 
for the business they wish to have submit claims for them.   

 To complete the process an administrator for the provider will need to login 
to MEDI and go to the Manage My Account Tab, select their provider 
number, and click on “Authorization.” 

25 



 

26 



 

27 



 Select “Business Auth” 
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 Initial Requests will be displayed in pending status. An 
administrator for the Enrolled Long Term Care 
Provider must approve the billing entity’s 
authorization request to initiate IEC transactions. 

 An administrator can place an authorization in Active 
or Inactive status by clicking accept or reject 
respectively, or it can be left in pending status.  An 
administrator may also change previous authorizations 
or rejections that a previous administrator may have 
granted or revoked.  

 If the authorization requested is for the IEC the 
administrator must also authorize the specific 
transactions the business/clearinghouse will have 
access to (837I, 835).  
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 For step by step procedures in basic 
registration in MEDI, please refer to the MEDI 
Registration Toolbox.   

 For assistance registering a long term care 
facility, please call the Bureau of Long Term 
Care at 217-782-0545. 
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