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Business Rules 

My Inbox Quick Reference 

 My Inbox access is contingent upon the Provider Profile selected.
 Use the Cancel button to close out of a window. DO NOT click the X to

exit the page.
 When using the Filter By feature, the percent sign (%) acts as a

wildcard. It can be used in conjunction with search criteria or by
itself.

 Contact the Provider Support at 1-800-292-2550 or 
ProviderSupport@michigan.gov for  expert  assistance.

Action Login to CHAMPS Notes 

Login to 

CHAMPS 

1. Access CHAMPS using MILogin
2. Follow CHAMPS login screen prompts

 Must apply for access to CHAMPS System

Action My Inbox Hyperlink Notes 

My Inbox 

1. Log into CHAMPS with your MILogin user ID and

password and select your desired profile

2. Click the My Inbox tab at the top of the page

3. Click the My Inbox hyperlink

4. There is an option to select additional criteria in the

Filter By drop-down menu. Filter options include:

• Alert Date

• Alert Message

• Alert Type

• Due Date

• Read

5. There is an option to select criteria in the Read Status

drop- down menu.  Filter options include:

• Read

• Unread

6. Click Go

 System displays CHAMPS generated messages within

My Reminders

mailto:ProviderSupport@michigan.gov
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Action Change Profile Hyperlink Notes 

Change Profile 

1. Log into CHAMPS with your MILogin user ID and 

password and select your desired profile

2. Click the My Inbox tab at the top of the page

3. Click the Change Profile hyperlink

4. Select the appropriate Domain from the Select a

Domain drop-down menu

 You will only be able to submit or access information

regarding that NPI number
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Action Change Profile Hyperlink Continued Notes 

Change Profile 

5. Select the appropriate Profile from the Profile drop- 

down menu.  Filter options include:

• Domain Administrator

• CHAMPS Full Access

• CHAMPS Limited Access

• Prior Authorization Access

• MCO Provider Access

• Eligibility Inquiry

• Provider Enrollment Access

• View Provider Enrollment

• Billing Agent Access

• Claims Access

6. Click Go

• IMPORTANT: Profiles must be established to grant access to

the subsystems within CHAMPS. Users may have multiple

profiles if necessary.

• The following is a list of the Profiles and definitions:

 Domain Administrator: The individual to assign or remove

domain and profile access for other CHAMPS users

 CHAMPS Full Access: Full Fee for Service access to

Provider Enrollment, Prior Authorization, Eligibility, and

Claims Subsystems

 CHAMPS Limited Access: View only access to Provider

Enrollment and full Fee for Service access to Prior

Authorization, Eligibility, and Claims Subsystems

 Prior Authorization Access: Fee for Service access to

Prior Authorization only

 MCO Provider Access: Access to Managed Care

Organization Provider Enrollment only

 Eligibility Inquiry: access to Eligibility only

 Provider Enrollment Access: Full Fee for Service

access to Provider Enrollment only
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Action Archived Documents Hyperlink Notes 

Archived 

Documents 

1. Log into CHAMPS with your MILogin user ID and 

password and select one of the following profiles: 

CHAMPS Full Access, CHAMPS Limited Access, 

Provider Enrollment Access, or View Provider 
Enrollment

2. Click the My Inbox tab at the top of the page

3. Click the Archived Documents hyperlink

4. Select the desired document from the Document Type

drop-down menu

5. There is an option to select a Filter By option. Filter

options include:

• Beneficiary ID

• Document Name

• Received Date

• Scan Date

• Tracking Number

6. Click Go

• Document Types available for Full Access and Limited Access

Profiles:

 CSHCS Correspondence

 CSHCS Paper 834

 Eligibility Services Paper 834

 Financial Services Correspondence

 Home Help Provider Paper Log

 LTC Audit

 LTC Certified Public Expenditures

 LTC Cost Reporting

 LTC Home Office Cost Report Waiver Request

 LTC Medicaid Interim Payments

 LTC Non Available Bed Plan Notices

 LTC Notices

 LTC Nurse Aide Training and Testing

 LTC Out of State Providers

 LTC Quality Assurance

 LTC Rate Relief Approval Notice

 LTC Reimbursement Rates

 LTC Reports

 LTC Settlement Package

 MP Predictive Modeling

 MSA Claims Correspondence Out

 Managed Care Paper 820

 Medicaid Payment 503 Documents

 Medicaid Payments FD622

 Medicaid Payments Paper RA

 PA Correspondence

 PA Correspondence-CMH

 PA Correspondence-MPRO

 PE Correspondence

 TPL Recovery
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Action 
HIPAA Hyperlink 

Notes 

HIPAA 

Hyperlink 

1. Log into CHAMPS with your MILogin user ID and 

password and select one of the following profiles: 

CHAMPS Full Access, CHAMPS Limited Access, or 

Claims Access

2. Click the My Inbox tab at the top of the page

3. Click the HIPAA hyperlink

4. Click the Upload File hyperlink

a. Click Upload

b. Enter the file name or click the Browse button to

upload file

c. Click Ok

5. Click retrieve the Acknowledgement/Response

hyperlink

a. Click the File Name hyperlink to download the

response file

b. Click the Response File Name hyperlink to

download the response summary

• Submitters must select Electronic Batch within the

Mode of Claim Submission within the Provider Enrollment file

• Any valid ASC X12N 5010A1 transaction may be uploaded

via the Web interface

• The System supports version 5010A1 of the X12

Implementation Guides and the MDCH companion guides

• The System will accept files with only one HIPAA transaction

type (X12) at a time

• The size of each file is limited to 50 Mb.

• The file extension must be .dat

• The system displays all HIPAA Response/Acknowledgments

• The system will retain the files online for viewing up to one year

• Submitters can view and retrieve only their own responses and/or

acknowledgements
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Action 
Provider Verification Hyperlink 

Note 

Provider 
Verification 
Hyperlink 

1. Log into CHAMPS with your MILogin user ID and 

password and select one of the following profiles: 

CHAMPS Full Access, CHAMPS Limited Access, or 

Claims Access

2. Click the My Inbox tab at the top of the page

3. Click the Provider Verification hyperlink

4. Enter the Provider NPI

5. Click Verify

• Provider Verification tool is accessible within any CHAMPS

profile

• Displays information for the date the system is being checked

• If the NPI is enrolled, the system will display:

 NPI

 Business Status

 Provider Name

 Primary Specialty (Type 1 NPI)

 Specialty

• If the NPI is not enrolled or inactive, the system will display:

 NPI

 Provider Name (Not Found)


