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Step 1:  Log in to MEDI.  Below is the MEDI Home page.  Select ‘MEDI Login’ from the menu on the 
right side of the screen.

https://www.illinois.gov/hfs/MedicalProviders/EDI/medi/Pages/default.aspx


Enter your User Name and Password and click ‘Log in’.



Step 2:  Below is the MEDI Home page.  Click on the ‘Long Term Care (LTC)’ link.



Step 3:  The ‘LTC Links’ menu will display on the left side of the screen.  Select ‘LTC Inquiry’ to locate 
the patient credit amount that is currently on the system.



Step 4:  Below is the LTC inquiry page.  Complete all the fields below.  Please note that the difference 
between the begin date and end date entered cannot be greater than six months.  Click ‘Submit’.



Step 5:  Below are the results of the LTC Inquiry.  Please note that the current patient credit amount 
displayed is $0.00.  This amount will be needed to complete the automatic update of the patient 
credit amount.  Click ‘Back’ once you have reviewed/printed the results of this inquiry.



Step 6:  The ‘LTC Links’ menu will display on the left side of the screen.  Select ‘LTC Change 
In Income’.



Step 7:  Complete all required fields at the top of the LTC Change In Income page.  Then complete any 
of the sections below that apply (Change in Income, Receipt of Income, and/or Receipt of Lump 
Sum).  One to three changes may be selected, however, at least one change must be selected.  



Step 8:  Select the ‘Patient Credit Update’ box.  This is required 

for automatic update of the patient credit amount.  Please note 

that the automatic update function can only be used to update 

the patient credit amount for the current or next month.  The 

automatic update function can be used to increase or decrease 

the patient credit amount.   

New Patient Credit Amount:  enter the amount you want the 

patient credit to be changed to  

New Patient Credit Effective Date:  enter the effective date of 

the requested change.  Note that the effective date can only be 

the beginning of the current month or the next month.

Amount of Change from Previous Patient Credit:  enter the 

difference between the patient credit amount for this time 

period currently on the system (this was located in step 5 

above) and the ‘New Patient Credit Amount’ that you entered 

in the above field.

Also complete the ‘Date Income Verification was sent to DHS’ 

and the ‘Signature/Title’ and ‘Signature Date’ fields.  Click 

‘Submit’.  (continued on next slide)



Step 8:  continued
In the example below the patient credit amount in system is currently zero and the desired amount is 
$100.00 so the difference or the ‘Amount of the Change from Previous Patient Credit’ is $100.00. 
If the amount on the system is $500.00 and you want the new amount to be $450.00 the ‘Amount of 
Change from Previous Patient Credit’ would be $50.00.  



Step 9:  After clicking ‘Submit’ you should see the information below.  This screen displays the results 
of the LTC Income Change you submitted.  You should see the message ‘Transaction Accepted’.  You 
may print this information for your records.  If the transaction was not accepted, you must correct 
any errors and resubmit.   
If you would like to verify the results of the income change submitted, you can perform another ‘LTC 
Inquiry’.  To do this, click ‘Back’ at the bottom of the ‘LTC Income Change Results’ screen. 



The remaining steps explain how to perform the LTC Inquiry again to demonstrate that the automatic 
update was successful.

Step 10:  The ‘LTC Links’ menu will display on the left side of the screen.  Select ‘LTC Inquiry’.



Step 11:  Complete all the fields below.  Please note that the difference between the begin date and 
end date entered cannot be greater than six months.  Click ‘Submit’.  



You will see that the automatic update entered will now be displayed.


