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2. Introduction 
This Third-Party Liability (TPL) Portal User Manual for Providers and Partners document will be shared 
with MCEs (Managed Care Entities {Partners}) and Providers who require the ability to access the 
Louisiana Department of Health (LDH) TPL Portal.  

2.1 Overview 
The Carrier Code Management component in the TPL Portal will allow MCEs (Partners) and Providers 
the ability to access the current Louisiana Department of Health (LDH) active Carrier Code listing as well 
as submit a request to have a new Carrier added to the listing.  

The TPL Search component will allow MCEs (Partners) and Providers the ability to search for TPL 
associated with a Louisiana Department of Health (LDH) Medicaid Recipient. 

The Third-Party Referral (TPR) component will allow MCEs (Partners) and Providers the ability submit a 
New Lead request, submit a Reverification request, and track their submitted requests. 

2.2 Requesting Credentials 
The TPL Portal has been integrated with the lamedicaid.com Provider Portal so, the system will allow 
users to utilize their existing LA Medicaid Provider Portal credentials to log into the TPL Portal. 
Therefore, users who already have a Provider ID, NPI, Log In ID, and Password for accessing the 
lamedicaid.com Provider Portal can skip this Requesting Credentials section and proceed to the “Logging 
into the TPL Portal” section.  

Link to the lamedicaid.com Provider Portal: https://www.lamedicaid.com/account/login.aspx. 

Users who do not already have an active account to access to the lamedicaid.com Provider Portal can 
request credentials via lamedicaid.com Provider Enrollment: 
https://www.lamedicaid.com/provweb1/Provider_Enrollment/newenrollments.htm.  

If you experience any issue with your credentials or logging into the TPL Portal, please contact the 
Gainwell Helpdesk by calling 844-715-4357. 
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2.3 Logging into the TPL Portal 
Step 1: State Personnel, Providers, and Partners can access the TPL Portal at the following URL: 
https://tplportal.hms.com/?ClientCd=LA. 

Step 2: By clicking the “State Providers/Partners” icon, the user is given the option to “Proceed to Login” 
via the button or review the User Manual via the link provided. 

 

Step 3: Click the “Proceed to Login” button which will direct the user to the Provider Portal at 
lamedicaid.com. 

Step 4: After reviewing the HIPAA Attestation, click the “I Attest” button. You will then be redirected to 
lamedicaid.com Provider Portal Provider Login. 
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Step 5: Enter the Provider ID, NPI, Captcha Image values, and click on the “Next” button. 

 

Step 6: Enter your Login ID and Password then click on the “Next” button to be redirected to the TPL 
Portal dashboard as shown in the below screenshot. 
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TPL Portal Home Page 

 

2.4 Logging out of the TPL Portal 
While logged into the portal the option to log out is available to users by clicking on the users initials 
found on the top right corner of each page. Select “Sign Out” to log out.  

 

The user will then see a message stating that they are now signed out and should close their browser. 
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3. Carrier Code Management Component 
The Carrier Code Management component in the TPL Portal allows MCEs (Partners) and Providers the 
ability to access the current LDH active Carrier Code listing as well as submit a request to have a new 
Carrier added to the listing. 

 

3.1 Carrier Code Management Home Page 
Clicking on “Carrier Code Management” will redirect the user to the Carrier Code Management Home 
Page. Here the user can click on the link to view the PDF version of the Carrier Code File at 
lamedicaid.com or they can download the same file in various formats. 

All requests for modifications to an existing Carrier should be sent via email to 
lacarriercode@gainwelltechnologies.com. 

 
 
Menu Option: If the user would like to request to Add a Carrier, they can click “Add Carrier” from the 
menu on the left side of the screen.  
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3.2 Add Carrier 
Note: All email communication with individuals who request a new Carrier be added will be done via the 
Gainwell LA Carrier Code Management group email address: lacarriercode@gainwelltechnologies.com 

When requesting the addition of a new Carrier Code, it is critical to first ensure the Carrier is not already 
in the Carrier Code File. Search for the Carrier by Name and/or Address. The Gainwell LA Carrier Code 
Team will also verify that request(s) will not create a duplicate record. If they find a possible duplicate, 
the request to add the new carrier will be denied. 

 

Field-level detail on the Add Carrier page 

Medicare Advantage: This required field drop down options are “Yes”’ or “No.” 

Carrier Name: This required field is free form, max 50 characters, and allows alphanumeric characters. 

Address1: This required field is free form, max 40 characters, and allows alphanumeric characters. 

Address2: This optional field is free form, max 40 characters, and allows alphanumeric characters. 

City: This required field is free form, max 30 characters, only alphabetic characters are allowed. 

State: This required field drop down options will include all valid State Abbreviations. 

Zip: This field requires 9 numeric characters. If the user is unaware of the +4 numbers, 0000 is 
acceptable. 

Phone: This field requires 10 numeric characters. 

Clear: This button allows the user to discard any changes. 

Submit: This button completes the request. A pop up informs the user that the request has been 
submitted, and to allow five (5) business days for an update. 

Once a request is submitted, an email containing the details of the request is sent to the Gainwell LA 
Carrier Code Team to complete required research to determine if the Carrier can be added. 
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If the new Carrier is added, the user will receive an email from lacarriercode@gainwelltechnologies.com 
with the new Carrier Code. Example below. 

 

If the new Carrier is not added, the user will receive an email from 
lacarriercode@gainwelltechnologies.com explaining the reason for denial, including the code if the 
Carrier already exists. Example below. 

 
 
Any questions regarding your Carrier Code Requests should be sent to the following email address: 
lacarriercode@gainwelltechnologies.com. 
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4. TPL Search Component 
The TPL Search component allows MCEs (Partners) and Providers the ability to search for TPL associated 
with an LDH Medicaid Recipient. This component can be found on the home page of the TPL Portal once 
a user is logged in. 

 

4.1 TPL Search Page 
After selecting the “TPL Search” button in the TPL Portal, all users will be taken to the TPL Search Page. 
This page allows users to search for Beneficiary Third-Party Liability (BTPL) records. Users can then view 
TPL Policy Records that were returned. 

4.2 BTPL Search 
Searching the BTPL Database can be accomplished by entering a Recipient ID or Card Control Number 
(Medicaid Identification Card Control Number). The results will return all TPL Policies for that Member 
where Medicaid and TPL Policy is active, or Termination/End date is within last 3 years. 

Search by Recipient ID: This field requires 13 numeric digits and must be a valid LDH Medicaid ID. 
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Search by Card Control Number: This field requires 16 numeric digits and must start with 777. 

 

After a valid Recipient ID or Card Control Number has been entered, click the “Search” button to view 
the related Member’s TPL Policies. If desired, clicking the “Clear” button will delete the any values 
entered in the Recipient ID or Card Control Number input fields. 

Records displayed on the BTPL Search Page are ordered by: Carrier Code, Group Number, Policy 
Number, Start Date, and End Date. 
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Expand All: Clicking on “Expand All” will allow users to see all policy details for the results returned. 

 

Collapse All: Clicking on “Collapse All” will hide most policy details allowing the user to view policy 
summaries. 

Filter By: The user can filter the results based on Coverage Status, Coverage Type and Carrier Code. 

 

Coverage Status: Options available are in a dropdown list and include All, Active, and Inactive. 

Coverage Type: Options available are in a dropdown list and the list of valid values are available @ 
Medicaid | Department of Health | State of Louisiana |. 

Carrier Code: The user can enter a valid LDH Carrier Code to narrow down search results to a specific ID. 

Further filtering tools are available by entering any values from the results grid into the Search input 
field filter. 
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Sort Order: Clicking on the “Sort” button, located next to “Collapse All” link allows the user to sort 
ascending or descending based on the policy begin date. 

 

Download: Clicking on the “Download” button allows the user to download the current results policy 
details in Microsoft Excel format. 

 

If in a search, no TPL records were found, page will display the message “No records found for the 
provided Recipient ID.” 
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5. Third-Party Referral (TPR) 
The Third-Party Referral (TPR) component provides MCEs (Partners) and Providers with the ability to 
submit a New Lead request for a TPL Policy, Reverification request for an existing TPL Policy, and track 
their submitted requests for a New Lead and/or Reverifications. 

 

5.1 Home Screen 
After selecting the “Third-Party Referral (TPR)” in the TPL Portal, all users will be redirected to the Third-
Party Referral (TPR)” Home Page. 

Menu Option: If the user would like to Submit a New Lead or Reverification Requests or Track submitted 
lead requests, they can click on the below listed options from the menu on the left side of the Home 
Page. 

• New Lead 
o Users should only submit a New Lead Request for a valid LDH Medicaid Recipient whose 

TPL Policy* is not found via TPR Reverification 
 Please be advised that Medicare Part A and B should not be submitted through 

the TPR New Lead Request UI Pages.  
• Reverification 

o Users should only submit a Reverification Request when the TPL Policy* is found via TPR 
Reverification and there is a change needed 

• Lead Tracker 
o Users can check on the status of all New Lead and Reverification requests they 

submitted with-in a year 

*Note: TPL Policy is specific to a unique combination of Medicaid Recipient ID, Scope of Coverage, 
Carrier Code and TPL Policy Start Date. Requests submitted through this Portal are considered non-
escalation requests and will have a five-business day turn-around time. 
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Please be advised that the TPR component is not to be used for submitting an Escalation Request. An 
Escalation Request is associated with immediate need for access to care or pharmacy awaiting. 
Escalations Requests have a four-business hour turn-around time. TPR also is not to be used for 
updating scope of coverage 01 (Major Medical) to 27 (Major Medical without maternity benefits) or 
adding a 27 (Major Medical without maternity benefits) policy. 

• For either of these items, as needed, complete a “Louisiana Department of Health – Medicaid 
Recipient Insurance Information Update” form found at 
https://www.lamedicaid.com/provweb1/ProviderTraining/Packets/2008ProviderTrainingMateri
als/Recipient_Insurance_Update.pdf. 

• For escalations, submit the completed form to: latprescalations@gainwelltechnologies.com or 
by calling 877-204-1324.  

• For updating the scope of coverage 01 (Major Medical) to 27 (Major Medical without maternity 
benefits) or adding a 27 (Major Medical without maternity benefits) policy, submit completed 
form to latpr@gainwelltechnologies.com 

5.2 Reverification 
Clicking on the Reverification Menu Option will redirect the users to the Reverification Panel. Users 
should only submit a Reverification Request thru this panel when the TPL Policy is found and the TPL 
Policy needs to be updated. Searching for an existing TPL Policy can be accomplished by entering a 
Recipient ID or Card Control Number (Medicaid Identification Card Control Number). The results will 
return all TPL Policies (other than Medicare Part A & B records) for that Member where Medicaid 
Eligibility and TPL Policy is active, or Policy Termination/Medicaid Member Eligibility End date is within 
last 3 years. 
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Search by Recipient ID: This field will require 13 numeric digits, and it must be a valid LDH Recipient ID. 

 

If no records were found with the given “Recipient ID,” the page will display the message “No records 
found for the provided Recipient ID.” 
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Search by Card Control Number: This field will require 16 numeric digits and must start with 777.  

 

If no records were found with the given “Card Control Number ID,” the page will display “No records 
found for the provided Card Control Number.”

 

After a valid Recipient ID or Card Control Number has been entered, the user should complete the 
search by clicking the “Search” button. Search results will display the Member’s TPL Policies. Records 
displayed on the Reverification Screen are Ordered by: “Carrier Code,” “Group Number,” “Policy 
Number,” “Start Date,” and “End Date.”

 

Clear: The “Clear” button resets all values and selections made by the user, and if applicable, search 
results will also be cleared. 
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Expand All: Clicking on the “Expand All” link allows the user to view the policy details for all policies 
displayed. 

 

Collapse All: Clicking on the “Collapse All” button will hide most of the details allowing the user to see 
the summary view.  

Filter By: Users can filter the results based on “Carrier Code,” “Coverage Status” and “Coverage Type.” 

Carrier Code: Entering the 6-digit Client Carrier code will filter results to that one Carrier. 

Coverage Status: Options available are in a dropdown list and include All, Active, and Inactive. 

Coverage Type: Options available are in a dropdown list and the list of valid values are available @ 
Medicaid | Department of Health | State of Louisiana |.

 



   
 

Page 20 of 39 
 

Further filtering tools are available by entering any values from the results grid into the Search input 
field filter.

 

Sort Order: Clicking on the “Sort” button, located next to “Collapse All” link allows the user to sort 
ascending or descending based on the policy begin date.

 

Download: Clicking on the “Download” button allows the user to download the current results policy 
details in Microsoft Excel format.
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Reverify: Clicking the “Reverify” button will allow the users to enter the reason and submit a record for 
reverification.

 

Once the user clicks the “Reverify” button, a pop-up will appear prompting them to select an 
appropriate comment for reverification in the “Choose Comment” dropdown list. 

 

Available options for the “Choose Comment” dropdown list: 
• Policy End Date is incorrect 
• Policy does not belong to this Recipient 
• Policy Number is incorrect 
• Policy Begin Date is incorrect 
• Policy Begin and End Dates are incorrect 
• Coverage Type is incorrect 
• Carrier Code is incorrect – Note: The Reverification Request will only take care of updating the 

record with the existing Carrier Code. The user will also need to submit a New Lead Request for 
adding the policy with the correct Carrier Code. 

• Other 

If the “Comment” pop-up doesn’t have the appropriate option available in the dropdown list, there is an 
“Other” option that allows the user to enter their own comments. After a selection is made in the 
dropdown list or a manual comment is added the use can complete the process by clicking “Submit.” 
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The reverification comment is only a comment for reference, it does not have any impact on the way the 
Request is processed by the HMS in the backend, or the Responses that are received & uploaded to 
BTPL. 

After clicking “Submit,” the “Submission Date,” “Submitted By,” “Form ID,” “Comment,” and “Reverify 
Status” will be auto populated by the system.

 

In addition, an email notification with the “Form ID” is sent to the Requester to the email ID associated 
to the credentials that they used to login to the TPL Portal.

 

Once the reverification is completed, an email notification is sent to the Requester to the email ID 
associated to the credentials that they used to login to the TPL Portal.
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5.3 New Lead 
Clicking on the New Lead Option will redirect the users to the New Lead Panel. Users may submit a New 
Lead Request for a valid LDH Medicaid Recipient whose TPL Policy is not found via TPR Reverification. 
Please be advised that Medicare Part A and B records should not be submitted through the TPR New 
Lead Request UI Panels. 

General Information Tab: The General Information Tab allows the user to enter User Tracking ID & 
choose the Parish associated to the Member on the policy. Verifier, Form ID, Received Date, Source Type 
and Request Type, Verification Lead fields are auto filled by the system and cannot be edited. 

Parish: User can select the parish from the list of drop-down values. 

User Tracking ID#: This field accepts up to 20 alphanumeric characters and allows the use of the 
following symbols  .,-'/\#. 

 

Recipient Information Tab:  The Recipient Information section allows the user to add one or more 
Recipients to the Policy. After entering a valid LDH Recipient ID, click the “Search” button, a pop-up will 
be displayed showing matching records for the Recipient ID.  

Recipient ID:  This field allows 13-digit numeric characters only.
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The user can then select the appropriate record from the list and all corresponding fields on the 
Recipient information tab will be populated accordingly.

 

The User will then select the appropriate option from the “Relationship To Policy Holder” dropdown list. 
Options available are Self, Spouse, Child, and Unknown. 

 

Users can add more information on one or more Recipients by clicking the “+ Add Recipient Info” 
button. The user can only add one “Self” and one “Spouse” Recipient, while multiple “Child” or 
“Unknown” Recipient relationships are permitted. Each Recipient record will have a unique Recipient ID. 
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Policy Holder Information Tab: Click on the “Same As Recipient (Will only apply when Recipient 
Relationship = SELF)” link to retrieve the recipient under Self as a Policy holder. If not, users are required 
to manually enter all the details associated with the Policy holder.  

SSN: This field allows 9-digit numeric characters only. 

Last Name: This field allows 20 alphanumeric characters only. 

First Name: This field allows 20 alphanumeric characters only. 

Address 1: This field accepts up to 40 alphanumeric characters and allows the use of the following 
symbols  .,-'/\# 

Address 2: This field accepts up to 40 alphanumeric characters and allows the use of the following 
symbols  .,-'/\# 

City: This field accepts up to 40 alphanumeric characters. 

Zip: This field accepts up to 10 digit numeric characters and allows the use of the symbol dash(-). 
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Policy Information Tab:  Users can search for a valid LDH Carrier ID by clicking the “Search Carrier Info” 
button.  

If the policy is related to a Carrier that is not listed in the LDH Active Carrier listing, then users need to 
submit a new carrier add request thru Carrier Management component of the TPL Portal.  Only after 
that Carrier has been added to the LDH Active Carrier listing, corresponding policy for that Carrier can be 
submitted thru the New Lead Panel.  

 

In the “Search by Carrier Info” pop-up, user can search by entering the Carrier Code, selecting an option 
from the “Carrier Code Format” dropdown list, or searching by “Office Code” or “Carrier Name.”. The 
“Reset” button will clear all values entered in the fields. 
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Once the user selects a Carrier, the values in the “Carrier Info” section will be filled in, and all fields will 
be made inactive/un-editable except for the “Carrier Code” and “Carrier Name” fields. 

 

In the “Policy Info” section, the user can provide the following details: “Policy Number,” “Group 
Number,” “Coverage Type,” and the respective dates in the “Policy Span” section, including “Effective 
Date,” “Term Date,” “HIPP Effective Date” and “HIPP Term Date,” and “Comments” in “Notes” section. 

Carrier Code: This field accepts up to 10 alphanumeric characters. 

Carrier Name: This field accepts up to 40 alphanumeric characters. 

Policy#: This field accepts up to 20 alphanumeric characters. 

Group#: This field accepts up to 20 alphanumeric characters. 

Note: 

1. “Effective Date” and “Coverage Type” fields are mandatory and must be completed. 
2. The “Effective Date” must not be later than the “Term Date,” and the same rule applies to the 

“HIPP Effective Date” and “HIPP Term Date.” 
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Employer Information Tab: The “Employer Information” section includes the following fields: “Name,” 
“Address 1,” “Address 2,” “City,” “State,” “Zip,” “Contact First Name,” and “Contact Last Name”. While 
this section is optional, if any fields other than “Name” is entered, the “Name” field becomes mandatory 
and must be completed to avoid an error. 

Name: This field accepts up to 40 alphanumeric characters. 

Address1: This field accepts up to 40 alphanumeric characters. 

Address2: This field accepts up to 40 alphanumeric characters. 

City: This field accepts up to 40 alphanumeric characters. 

Zip: This field accepts up to 10 alphanumeric characters. 

Contact First Name: This field accepts up to 20 alphanumeric characters. 

Contact Last Name: This field accepts up to 20 alphanumeric characters. 

 

User can search for an employer name by clicking the “magnifying” icon in the Name field. A popup will 
display the search results, allowing users to select the desired record from the list. If employer is not 
found, the users can manually enter all details associated with the Employer in this section  
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Submit Type Tab: The “Submit Type” dropdown list is mandatory and offers two options: “Save as 
Draft” and “Complete.”  

Save as Draft: Selecting this option from the dropdown will allows users to save the entered information 
without validation.  

Complete: Selecting this option from the dropdown will allow the users to submit the Lead but will 
prompt an error message if any required fields are missing. 
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5.4 Lead Tracker 
Clicking on the Lead Tracker Option will redirect the users to the Lead Tracker Panel. The Lead Tracker 
panel allows users to view the status of all New Lead and/or Reverification requests that the users have 
submitted within a year. Users can track their submitted leads using Form ID, Submitted Date, Recipient 
ID, Recipient SSN, or Lead Status. 

Form ID: This is an autogenerated ID field created at the time a user submits a new lead or reverification 
requests. This field is 20 digits in length and is alphanumeric. 

Recipient ID: This field allows 13-digit numeric characters only. 

Recipient SSN: This field allows 9-digit numeric characters only. 

Lead Status: This field is a dropdown list with the following options for the lead status Save as Draft, In 
Progress, Completed. 

Submitted Date From: This field is editable, yet by default displays a date 30 days prior to the current 
date and is numeric. 

Submitted Date To: This field is editable, yet by default displays shows the current date and is numeric. 
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Search using Form ID 
The user may enter a Form ID into the search field. After entering the Form ID, click the “Search” button 
to retrieve the corresponding record. As each Form ID is unique, the search will return a single record 
that matches the entered ID. The search will use all search attributes so users may need to change the 
default ‘Submitted Dates’ range as applicable. 

 
 
Search using Recipient ID 
Enter a Recipient ID (13-digit numeric value) in the “Recipient ID” field and click the “Search” button. 
The search will display all records that matches the selection criteria. The search will use all search 
attributes so users may need to change the default ‘Submitted Dates’ range as applicable. 
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Search using Recipient SSN 
Enter a Recipient SSN (9-digit numeric value) in the “Recipient SSN” field and click the “Search” button. 
The search will display all records that matches the selection criteria. The search will use all search 
attributes so users may need to change the default ‘Submitted Dates’ range as applicable. 

 
 
Search using Submitted Dates 
Enter the Submitted To and From Dates or use default date range shown when navigating to the Lead 
Tracker screen. Users can click on calendar icon to pick or modify the dates in both the “Submitted Date 
From” and “Submitted Date To” fields.

 

Click the “Search” button and the search will display all records that matches the selection criteria.
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Search using Lead Status 
Select the “Lead Status” drop-down and select the appropriate option and click the “Search” button. The 
search will display all records that matches the selection criteria. The search will use all search attributes 
so users may need to change the default ‘Submitted Dates’ range as applicable. 
 
The Lead Status Drop down allows users to select the lead category. Options are:  
 

• Save as Draft will retrieve New Leads that the user has saved as a draft. 
• In Progress will retrieve submitted New Leads and/or Reverification requests that are in Staged 

or Loaded status 
• Complete will retrieve submitted New Leads that are in Duplicate or Verified status and 

Reverification requests that are in Verified Status.  
a. A New lead in Duplicate status indicates that the verification process for this new lead 

request has not been done as another lead already exist in the system with the same 
information.  

 

Clear: The “Clear” button resets all values and selections made by the user, and if applicable, search 
results will also be cleared. 

Expand All: Clicking on ‘Expand All’ will allow the user to view all details of the Lead Tracker results. 
 

 
 

Collapse All: Clicking on “Collapse All” will hide most details allowing the user to view the summary 
page. 
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Download: Clicking on the ‘Download’ button will give user the option to download the Lead Tracker 
details in Microsoft Excel format.

 

If no records match the values entered or selected by the user, the page will display the message “No 
Record Found! Search again...”

 
 
Lead Status as SAVE AS DRAFT: To view or edit Leads saved as a draft, users can select “Save as Draft” 
option from the “Lead Status” dropdown list. 
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When viewing the search results that are in “Save as Draft” status and with the Type as “New Lead, 
users can “View” or “Edit” the New Lead by clicking on the “View” or “Edit” in the Action column.  
 

 
 
If the user clicks on the “View” link, the Lead information will be displayed in read-only mode, and no 
edits will be allowed. 
 

 
 
If the user clicks on the “Edit” link, the user will be able to add and/or modify the Lead details and either 
save it as a draft or submit it once any updates are complete. 
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Lead Status as In Progress: To view the Leads with a status either “Staged” or “Loaded”, select “In 
Progress” from the “Lead Status” dropdown list. “Staged” status indicates that the request has been 
move to the Verification Services queue, and “Loaded” indicates that the request has been sent to the 
Carrier.  
 

 
 
When viewing the search results that are in “Staged” or “Loaded” status and with the Type as “New 
Lead”, users can view the New Lead details by selecting the “View” link from the “Action” column. 
Please be advised that users will not be allowed to edit the details of the new lead that are under the 
“Staged” or “Loaded” status.  
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When viewing the search results that are in “Staged” or “Loaded” status and with the Type as 
“Reverify”, the user can select “Request & Response” from the “Action” column. 

 
 
Request & Response pop-up screen shows the user    the details of the record that they submitted the 
Reverification Request for, and that the Reverification is in progress.  
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Lead Status as COMPLETE: If the Lead is in the “Verified” status and the Type is “New Lead,” users can 
view the New Lead details by selecting the “View” link from the “Action” column.  

 
 

When viewing the search results that are in “Verified” status and with the Type as “Reverify”, the user 
can select “Request & Response” from the “Action” column. 
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Request & Response pop-up screen shows the user the details of the record before and after the 
Reverification Request was completed.  
 

 
 

 
 


