
 

 

  

 
 
 
 

Louisiana Medicaid Management  
Information System (LMMIS) 

 
Provider Enrollment Portal 
Application User Manual 

For Administration (Provider Enrollment Application 
Search) 

 
 
 
 

 
Date Created: 05/26/2021 
Date Updated:  01/05/2024 

 
 

Prepared By 
Technical Communications Group 

 
 
 



Provider Enrollment Portal Administrative Search User Manual 

Date Revised: 01/05/2024 ii 

PROJECT INFORMATION 
 
Document Title Louisiana Medicaid Management Information System (LMMIS) –Provider 

Enrollment Portal Admin User Manual 

Author Technical Communications Group, Gainwell LMMIS QA 

 Revision History   

Date Description of Change LIFT/ 
ECHO 

By 

May 26, 2021 Initial draft. 12133 Randy 
Sheehan 

June 4, 2021 Responded to LDH request for re-organization of the 
document; replaced screenshot in 4.1.1. 

12133 Randy 
Sheehan 

July 30, 2021 Updated 6.0. 12133 Randy 
Sheehan 

September 27, 2021 Updated Participation and Attestation screenshots. 12133 Jody Lavigne 

August 15, 2022 Updated 6.0. 12431 Randy 
Sheehan and 
GW QA 

January 5, 2024 Updated 6.0.  Added 6.1, 6.2 and 6.3. 6894 Randy 
Sheehan and 
GW QA 

    



Provider Enrollment Portal Administrative Search User Manual 

Date Revised: 01/05/2024 iii 

 
TABLE OF CONTENTS 

 
1.0 OVERVIEW ............................................................................................................ 1 
2.0 ACCESSING THE APPLICATION ......................................................................... 1 

2.1 Login Credentials ...................................................................................... 1 
2.2 Log In .......................................................................................................... 1 

3.0 PROVIDER ENROLLMENT ADMIN HOME PAGE ............................................... 2 
4.0 PROVIDER ID OR NPI ........................................................................................... 2 
5.0 CLEAR ................................................................................................................... 3 
6.0 VIEW ...................................................................................................................... 3 

6.1 Provider Flags ............................................................................................ 3 
6.2 PEPA (Provider Enrollment Provider Application) ................................. 3 
6.3 Change Application ................................................................................... 4 

6.3.1 Approve..................................................................................................... 5 
6.3.2 Deny .......................................................................................................... 6 

6.4 Change Request ........................................................................................ 7 
6.4.1 Requested New Taxonomy ...................................................................... 9 

6.5 Address Information .................................................................................. 10 
6.6 Disclosure of Ownership ........................................................................... 10 
6.7 License Information ................................................................................... 12 
6.8 Other Federal/State-Funded Healthcare Programs ................................. 12 
6.9 Suspension ................................................................................................ 13 
6.10 Suspension History ................................................................................... 13 
6.11 Set Enrollment Complete .......................................................................... 14 

7.0 PRINT ..................................................................................................................... 15 



Provider Enrollment Portal Administrative Search User Manual 

 Date Revised: 01/05/2024  1 

1.0  OVERVIEW 
 
The Provider Enrollment Portal Administrative (Provider Enrollment Application Search) 
application is designed to enable the Provider Enrollment group to validate the status and 
progress of the enrollment process for providers. 
 
The application is “View Only.”  The user of the application is not enabled to edit any 
information while viewing the enrollment data. 
 
 
2.0 Accessing the Application 
 
2.1 Login Credentials 
 
Gainwell employees and LDH employees who require the Provider Enrollment Portal Admin 
application will be provided with log in credentials on the www.lamedicaid.com web site.  If the 
user already has log in credentials, the user’s profile will be updated to include the Admin app in 
the list of available applications. 
 
Once you have your log in credentials, you are enabled to login here: 
 
https://www.lamedicaid.com/account/login.aspx 
 
 
2.2 Log In 
 
Detailed instructions for logging in are provided here: 
 
https://www.lamedicaid.com/Provweb1/Forms/UserGuides/LAMedicaid_Provider_Login_User_
Manual.pdf 
 
After login, look for and click on the Provider Enrollment Application Search link, as shown 
below: 
 

 
 
  

http://www.lamedicaid.com/
https://www.lamedicaid.com/account/login.aspx
https://www.lamedicaid.com/Provweb1/Forms/UserGuides/LAMedicaid_Provider_Login_User_Manual.pdf
https://www.lamedicaid.com/Provweb1/Forms/UserGuides/LAMedicaid_Provider_Login_User_Manual.pdf
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3.0 Provider Enrollment Admin Home Page 
 
The Provider Enrollment Admin home page displays three control buttons:  Print, Search and 
Clear.  Also displayed is the text box for Provider ID or NPI. 
 
 

 
 
 
4.0 Provider ID or NPI 
 
Enter a valid 7-digit Louisiana Medicaid Provider ID or a valid 10-digit NPI, then click on the 
Search button. 
 
If no data is entered into the Provider ID or NPI field and the Search button is clicked, the 
following message is displayed: 
 

 
 
If data is entered into the Provider ID or NPI field, but no results are found, the following 
message is displayed: 
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5.0 Clear 
 
Click on the Clear button to erase any existing search parameter(s). 
 

 
 
 
6.0 View 
 
If data is entered into the Provider ID or NPI field and results are found, they are displayed in a 
manner similar to that shown below: 
 

 
 
Click on the View link to see the Provider Detail associated with the selected provider.  The 
record will be similar to the one shown below. 
 

 
 
 
6.1 Provider Flags 
 
The Provider Flags tab (the top portion of which is shown above) lists flags that the user is 
enabled to set for the enrollment application. 
 
 
6.2 PEPA (Provider Enrollment Provider Application) 
 
The PEPA tab shows the original PEPA application that was submitted by the provider.  The top 
of a representative PEPA tab is shown below: 
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6.3 Change Application 
 
The Change Application tab is available only if the Provider has requested a change to the 
original submission.   
 
When a Provider has requested a change, the administrator(s) will receive an email similar to 
the one shown below: 
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The admin will open the PE Admin Search, search for the appropriate NPI, and will see that the 
Change Application tab is activated. 
 

 
 
 
Click on the Change Application tab to approve or deny the requested change(s). 
 

 
 
 
Review the changes that will be displayed below the APPROVE and DENY buttons. 
 

6.3.1 Approve 
 
Click on the APPROVE button to approve the requested change(s).  The system responds as 
follows: 
 

 
 

Click on the OK button.  The changes will be displayed on the Change Application tab and are 
instantly incorporated into the original submission on the PEPA tab. 
 
The following confirmation is displayed: 
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6.3.2 Deny 
 
If it is necessary to deny the requested change(s), click on the DENY button: 
 

 
 
The system responds as follows: 
 

 
 

Click on the OK button to confirm the denial.  The following confirmation is displayed: 
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6.4 Change Request 
 
When the provider has used the Provider Enrollment Portal Application to request a change to 
their Type/Specialty/Taxonomy relationship, an email similar to the one shown below is sent to 
administrators: 
 

Provider NNNNNNN, AAAAAAAAAAAA has requested a change be made to their Provider Type, 
Provider Specialty or new Taxonomy on file be added. The relevant information is: 

Requested Type:   

Requested Primary Specialty:  05 - Anesthesiology 
Requested Sub-Specialty:  2X - Local Governing Entity (LGE) 
Requested Taxonomy:  367H00000X 

Please follow LDH guidelines in determining if the change request can be made. Once a 
determination has been made, log on to the PE Admin Portal as a PE Admin, go to the PT/PS Update 
Controls section and select the correct button and enter the correct information for the decision 
which was made. 

 
 
The view portion of the administrative search application will display similar to that shown below: 
 

 
 
Click on the APPROVE button to authorize the change.  Click on the DENY button to refuse the 
request. 
 
After you click on the APPROVE button, the system responds with a message similar to the one 
shown below: 
 

https://urldefense.com/v3/__https:/www.lamedicaid.com/apps/providerenrollmentAdmin/search__;!!CdHzsg!m9agd2fi6KPGUCMQ5umI-3vcaElE3cN70RiGD4M5sf9sDRJofSML9HTHAyQajOZfxSLSwmiaeYc7qgYiClzg1LWKo1n2757rl4FcGNxZgXjseTl5jw$
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Click on the OK button to proceed or Cancel button to return to the Provider Change Request 
portion of the view. 
 
 If you approved the change, an informative statement is disclosed: 
 

 
 

Click on the Close button to continue. 
 
If you chose the DENY button, a message similar to the one shown below is disclosed: 
 

 
 

The Change Request portion of the view is no longer displayed. 
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6.4.1 Requested New Taxonomy 
 
When the Provider requests a new taxonomy, the administrator will not be enabled to approve it 
until the new taxonomy has been added to the database.  However, the administrator is enabled 
to deny it if there is a typographical error or number combination that is not sensible.  It’s also 
possible that the Provider used the free-form entry to request a taxonomy that already exists 
(and there is no reason to add it to the database).  In such cases, an email similar to that shown 
below is sent to the administrator: 
 

Provider NNNNNNN, AAAAAAAAAAAA has requested a change be made to their Provider Type, 
Provider Specialty or new Taxonomy on file be added. The relevant information is: 

Requested Type:   

Requested Primary Specialty:  05 - Anesthesiology 
Requested Sub-Specialty:  2X - Local Governing Entity (LGE) 
Requested Taxonomy:  New Taxonomy  

Please follow LDH guidelines in determining if the change request can be made. Once a 
determination has been made, log on to the PE Admin Portal as a PE Admin, go to the PT/PS Update 
Controls section and select the correct button and enter the correct information for the decision 
which was made. 

 
 
If such cases, the view portion of the administrative search application will display similar to that 
shown below: 
 

 
 
Note:  If the request is a Provider Type change for FFS, the administrator will not be enabled to 
approve or deny.  

https://urldefense.com/v3/__https:/www.lamedicaid.com/apps/providerenrollmentAdmin/search__;!!CdHzsg!mmV5_RKkTsB9Y0vrNSMSelLidtHPGMWgM1oDgr8iD-0V6OKhKfagpM99neDLWiaVY2v4oEX2GfAIwXqy3CJb8MBLWyAKTaHLO1EeoGyAIig07W2PxA$
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6.5 Address Information 
 
Address information for the provider is displayed in a manner similar to that shown below: 
 

 
 
 
6.6 Disclosure of Ownership 
 
The next portion of the View screen displays Disclosure of Ownership data, similar to that 
shown below: 
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Click on the file name to download an attachment. 
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6.7 License Information 
 
The License Information portion of the view will display similar to the shown below: 
 

 
 

If updated license information is available, click on the appropriate text box, enter the new 
information, and click on an UPDATE button.  A prompt similar to the one shown below is 
displayed: 
 

 
 
Click on the OK button to confirm the change.  Otherwise, click the Cancel button. 
 
The change can immediately be seen in the appropriate text box. 
 
 
6.8 Other Federal/State-Funded Healthcare Programs  
 
The Other Federal/State-Funded Healthcare Programs portion of the view is displayed next, 
similar to that shown below: 
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6.9 Suspension 
 

 
 

Click on the SUSPEND button to place the provider’s enrollment application into a suspended 
state, requiring the provider to return to the portal in order to correct their applicating 
accordingly. 
 

 
 

6.10 Suspension History 
 
The Suspension History portion of view is displayed next, similar to that shown below: 
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6.11 Set Enrollment Complete 
 

 
 
Click on the SET ENROLLMENT COMPLETE button to confirm that all requirements have been 
met for the provider’s enrollment application. 
 
A message similar to the one shown below is displayed: 
 

 
 

Click on the OK button to finish setting the enrollment to complete.  Click on the Cancel button 
to return to the view. 
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7.0 Print 
 
Click on the Print button to open the print dialogue feature, similar to the one shown below: 
 
 

 
 
A preview of the page(s) that will print is provided in the left pane of the dialogue box.  In the 
right pane, you are enabled to adjust the destination printer, the range of pages to print, and the 
number of copies to print.  The More Settings feature enables you to adjust even more print 
parameters, such as paper size and margins. 
 
Click on the Print button to print or the Cancel button to return to the MCO Admin application. 
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