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Step Action Response 
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Step Action Response 

3 

To view the details of 
any of the Prior 
Authorizations, select 
the line item. 

The details of the Prior Authorization appear: 

 

The following table describes the fields and buttons on the Prior Authorization Search Results 
panels: 

Field/Button Description 
Diagnosis Diagnosis code. 

End Date Requested Prior Authorization stop date for the line item. 

First Name First name of the recipient. 

Last Name Last name of the recipient. 

PA Assignment Identifies the type of Prior Authorization request. 

Prior Authorization Prior Authorization number. Clicking the link displays the PA Submit page. 

Procedure A code to uniquely identify a procedure. 

Recipient ID The recipient's Medicaid identification number. 

Start Date The requested Prior Authorization start date for the line item. 

Status The status of the Prior Authorization. 
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Navigation Path: Prior Authorization > new 
The Prior Authorization new section allows Durable Medical Equipment (DME), Dental, 
Hearing, and Vision providers to enter and submit a Florida Medicaid prior authorization 
request. Use the following steps to add a new Prior Authorization: 

Step Action Response 
1 Open the new panel in 

the Prior Authorization 
sub-menu. Enter all 
necessary information 
and click next.  

 
 

2 Enter the required 
information. Click add 
to add a new line item. 
To remove a line item, 
select a line item and 
click delete. Once all 
line items are entered, 
click next. 

 
3 Click add then enter 

any notes related to the 
PA in the notes field. 
Once complete, click 
next. 

 



FMMIS/DSS/Fiscal Agent Implementation 
Florida Medicaid Secure Web Portal User Guide – Version 2.0 – September 12, 2008 

    
 

75 of 82 
Copyright © 2008. All rights reserved. 

Step Action Response 
4 If hard-copy 

attachments are 
required, click add, then 
select By Fax, By Mail, 
or Electronic Upload 
from the Transmission 
Type drop-down menu, 
and enter a description. 
If submitting the 
attachment via mail or 
fax, click print cover 
page. Otherwise, click 
save. 

 

5 Once the PA has been 
submitted, click the 
upload button to upload 
the required hard-copy 
attachment. 

 
6 Click Browse… to 

locate the appropriate 
file on the hard drive of 
the local computer then 
click upload 
attachment.  
Note: File must be in 
TIFF or PDF format.  

 
If upload is successful, the following message appears: 
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9 Using the Long Term Care Panel 
To access the panels necessary for entering a Long Term Care claim, click LTC in the main 
toolbar.  

Note: Only those providers eligible to file Long Term Care claims will see the LTC link in the 
toolbar:  

Navigation Path: LTC > roster 
The LTC Roster section allows the user to organize and maintain an electronic list of all 
recipients: 

 
The following table describes fields and buttons on the LTC roster panel: 

Field/Button Description 
add Button Add a new recipient to the roster.  

Admission Date The date the recipient was admitted to the facility.  

cancel Button Cancel the current operation and discard all changes. 

clear Button Clears all search criteria fields. 

Date of Birth Recipient's date of birth. Read-only.  

delete Button Remove the recipient from the roster.  

Discharge Date The date the patient was discharged from the facility.  

First Name The recipient's first name. Read-only. 

Last Name The recipient's last name. Read-only.  

Level of Care Recipient's level of care code.  

Patient Responsibility Amount the recipient is responsible to pay.  

Recipient ID The recipient's unique 10-digit Medicaid identification number.  
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Field/Button Description 
save Button Save roster changes.  

search Button Initiate a search of the Long Term Care roster.  

YTD Home Leave Days Number of days the recipient was on home leave year-to-date. Read-only.  

YTD Hospital Leave 
Days 

Number of days the recipient was on hospital leave year-to-date. Read-
only.  

Providers can search for patients using the search field in the LTC roster panel. Once the first or 
last name of the patient is entered, click search. The search results display below the search 
panel. 

Patients can be added to the LTC roster by clicking add and entering the Recipient ID and 
Admission Date: 

 

 
Once the necessary information is entered, click save to add the entry to the roster.  
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Navigation Path: LTC > ltc billing 
Billing information can be generated in the Long Term Care billing panel: 

 
Enter the appropriate billing period in MMCCYY format. For example, 042008 represents the 
month of April 2008. Click build, and a billing list automatically populates for that timeframe 
based on the previous month’s paid and suspended claims.  

Note:  The billing period selected determines how many days are represented on each claim in 
the billing list. 

 
The billing list should be carefully checked and accordingly revise each claim that needs to be 
altered to reflect bed hold days, discharges, etc. To update, highlight a claim from the list, make 
appropriate corrections, and click save. Click add to add a new claim to the billing list. The 
Institutional Claims panel opens: 
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Information should be entered as instructed in section Navigation Path: Claims > institutional 
of this guide.  

Note: Long Term Care users will skip the Medicare section and do not need to enter therapy 
charges on the same claim as monthly nursing facility charges. Also, Medicare Part A Level of 
Care X is NOT indicated under the Medicare Information.  

After the institutional panel has been completed as instructed in that section. click save and the 
new claim will appear in the billing list. Once all claims have been entered or revised as needed 
in the billing list, click submit to send claims to Florida Medicaid for processing.  

Note:  Once a billing list is submitted, the submit button will not be active until the first day of 
the next month. The day of submission must be later than the last date of service on the billing 
list. 

10 Using the Reports Panel 
Navigation Path: Reports 
The Reports section allows the user to search for a specific report issued by Florida Medicaid 
using a date and report name: 
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Select the report type and click go. The date drop-down is then activated. Enter the date and click 
view. Reports can be pulled for up to two years: 

 

11 Using the Trade Files Panel 
Navigation Path: Trade Files 
The Trade File section is a tool within the Web Portal in which the user can exchange electronic 
X12 files with EDS. Vendors and providers can upload and download X12 files onto the Web 
Portal such as Eligibility Requests and Responses (270/271) and Electronic Remittance Advice 
(835): 
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Navigation Path: Trade Files > download 
To search for available files, select the document type from the drop-down menu and click 
search.  

 
Note:  When Date Available is blank, search results will not include previously downloaded files. 

Navigation Path: Trade Files > upload 
To upload a file, click Browse… and select the file from your hard drive to upload to the Web 
Portal. Then select the Document Type and provide a description. Click upload. All uploaded 
files are listed below the File Upload field: 

 



FMMIS/DSS/Fiscal Agent Implementation 
Florida Medicaid Secure Web Portal User Guide – Version 2.0 – September 12, 2008 

    
 

82 of 82 
Copyright © 2008. All rights reserved. 

This page intentionally left blank. 




