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MEDI
Accessing MEDI as Provider or staff member of Providers

STEP 1: Registration:

Go to www.myhfs.illinois.gov and Click “Register”

Click on “Illinois Accept” if you have a valid IL Driver’s license.
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If you have an out of state driver’s license; select “Non-Illinois Resident Accept”, print, 
complete and mail the required application. Please remember to have the application notarized 
prior to mailing the application. After receiving two activation codes, you can proceed with 
registration. 

Complete all fields just as they appear on your driver’s license.  Use your work email address. 
Scroll down.
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Complete the remainder of the fields.  Your user name and password should be easy to 
remember.  Write it down and keep it somewhere safe.  Choose “MEDI only Digital ID.” Click 
“Submit” at the bottom of the screen after choosing your “Privacy Verification” option.
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This is what will appear if your registration was successful.  Click “Close This Window”

Log back onto www.myhfs.illinois.gov
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Click “Login” at the top left and log in using the user name and password you developed.
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Complete the required fields and Click Submit.
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Click on MEDI
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Click “I agree” at the bottom of the page.
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STEP 2:  Administrator Registration (the person to be in charge of who can
View what).  If someone else has already registered as the Administrator skip to Step 3

Choose “Medicaid Provider”
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Fill in all fields as they appear on the PROVIDER INFORMATION SHEET (In other words as 
this provider registered with the State of Illinois).  Be sure to register the Provider whose panel 
roster you will be accessing.  If you do not have a Provider Sheet, you must request one from the 
Provider Participation Unit (PPU).  Go back to the Registration menu above and click on 
“Provider Information Sheet” or call PPU at 217-782-0538.  An example of the Provider 
Information Sheet is below. 
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Once you have successfully registered under the provider there will be a screen which shows that 
provider’s information. An example is below.

The Employee Key is what you will give to staff member who will also need access to view that 
provider’s information on MEDI.

If you are going to be the administrator for more then one provider and need to access the panel 
roster of more then one provider, you will need to follow Step 2 each time for each provider, 
using their Provider Information Sheet. Each provider will have their own Employee Key.

When you have finished registering under all providers click on “Manage My Account”

There you will see all providers under which you have registered and their individual Employee 
Keys.
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STEP 3:  Employee Registration
Choose “Employee Registration” (if your administrator has already registered under the 
“Medicaid Provider” link).



1-800-366-8768-Option 1 then Option 12 Updated 3/25/09

Page 13 of 22

Fill in all information.  Be sure to enter the “Employee Registration Key” as it appears.  The 
Employee Registration Key is what the Administrator will give you. Click “Submit”.
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Click “Continue”
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You are complete.  If you have multiple Employee Keys to register under, then repeat Step 3
above.  

Before you can access any applications, the administrator (your supervisor) will first give you 
authorization.  
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Step 4:  Managing Authorizations (for Administrators only)
(If any staff member(s) registered using the Employee Key, you must follow these steps to give 
and take away their ability to view certain things on the MEDI system)

Login to MEDI and Click on “Manage my Account”. Select the Business Association you want 
to give staff authorization with, and then click “Authorization”

Select “Authorized” from the drop down to allow that staff member to view that application 
within MEDI.  Select “Accept” then scroll down and click Submit.  Now your staff who already 
registered as an employee can access the applications you gave them rights to view.  You can 
perform the same steps to remove employee authorization.
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MEDI APPLICATIONS:  CHECKING ELIGIBILITY

This is the main home page for the MEDI system.  Click on “Internet Electronic Claims System”
(IEC) to access patient eligibility.  If you do not see IEC, you have not been given authorization.  
Contact the individual who registered as the administrator.

Click on “Eligibility Inquiry” to check a patient’s eligibility for Medicaid and PCP.
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Enter the Begin and End Date for the days or months you are trying to determine eligibility.  
Enter the patients first and last name or Recipient (RIN) Number.  Click Submit.  
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In red, it will tell you if this recipient qualified for Medical Benefits within the dates you 
specified on the last page.  To see their PCP Click “Medicaid Data”
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This patient’s PCP for the period you entered is Frydman, Alan.  The Begin and End Dates refer 
to the dates you entered on the first page.  

If there is no information as to the PCP, then this patient is either: 1) in their 60 day 
window to choose a PCP or 2) is part of the Excluded population of Medicaid patients that 
do not have to choose a PCP.  In either case this provider can bill for these patients. 
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ACCESSING THE ILLINOIS HEALTH CONNECT (IHC) LINK 

Go to the MEDI home page

Select “Illinois Health Connect (IHC)” and you will be redirected to the Illinois Health Connect
Provider Portal, this could take some time.

Please note: If you are registered in the MEDI system under more then one provider you can 
choose from a drop down window to select the provider’s information you would like to view.  
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From the IHC Provider Portal, you will be able to 
 View and print the monthly Panel Roster for each Location of Service
 View and print the bi-annual Provider Profile and,
 Access Claims History

Please note:   For the Administrator, gaining access to “Claims Status Inquiry” or “Claim 
Inquiry” under the “Internet Electronic Claims System” (IEC) may take 24 hours or more.  

If you have any questions, please contact the Illinois Health Connect Provider Help Desk at 1-
877-912-1999 or MEDI Network Services line at 1-800-366-8768.


