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Associate a billing agent

• Providers must associate their billing NPI number in 

CHAMPS to the billing agent CHAMPS ID number

• Providers can have multiple billing agents associated 

to their billing NPI number if they choose

• Only one billing agent can be authorized to receive 

the 835/Electronic Remittance Advice



• Open your web browser (e.g. Internet Explorer, Google Chrome, Mozilla 

Firefox, etc.) 

• Enter https://milogintp.Michigan.gov into the search bar.

https://milogintp.michigan.gov/


• Enter your User ID and Password.

• Click Login.



• You will be directed back to your MILogin home page.

• Click the CHAMPS hyperlink



• Click Acknowledge/Agree to accept the Terms & Conditions to get into 

CHAMPS.



• Select the NPI from the Select Domain drop-down menu

• Select the Provider Enrollment Access from the Select Profile drop-down menu

• Click the Go button



• Select the Provider tab

• Select Manage Provider Information from the drop-down options



 Complete all the steps in numerical order by selecting the hyperlink

 For each step, make any needed changes.  Select Close if no changes are 
needed and proceed to next step

 For Mode of Claim Submission step– Select the hyperlink and then continue to 
the next slide 



 Select the hyperlink with the most current date listed (example highlighted) 

 Click in each checkbox even if you will not use all modes of submission.

NOTE: If you are a billing agent, then the billing agent option will not appear

 Click Save

 Click Close



 Proceed with  the Associate Billing Agent step by selecting the hyperlink



• Any billing agent you are currently associated to will appear on this list. 

• Select the Add button



• If you have a current 835/ERA authorization, a pop-up box will display

• Click OK to close box

• Enter the Billing Agent ID number 

• Enter the Association Start Date – this cannot be back-dated

• Select Confirm/Search Billing Agent button

• Check the Billing Agent Name field to confirm this is the billing agent you want to 

associate

• Select OK

Note: The Association End Date will automatically populate



• You will be returned to your Billing Agent List

• Your new billing agent will appear on the list with a status of In Review

• Select the Close button in the upper left

• Proceed with the next steps in numerical order

Note: If you are authorizing this new billing agent to receive the 835/ERA  file, then 

you will indicate this in the 835/ERA Enrollment Form step



• Step 5 will show as Updated

• Proceed with the next steps in numerical order

Note: If you are authorizing this new billing agent to receive the 835/ERA  file, then 

you will indicate this in the 835/ERA Enrollment Form step



Step 9:

• Enter the CHAMPS billing agent ID number in the Assigning Authority 

field

• Scroll down the page (see next slide for the remaining information on the 

page)



Step 9 (con’t.)

• Select the Method of Retrieval drop-down menu

• Select what method will be used to retrieve the 835/ERA files

• Select FTS if a billing agent will receive the file

• Select CHAMPS if the electronic file will be posted to your CHAMPS inbox

• Scroll down the page (see next slide for the remaining information on the page)



Step 9 (cont’d):

• Select checkbox to authorize this change request

• Click Submit at the top of the page

• Click Close



• Steps with requested changes will have a status of Updated

• Complete all remaining steps (select hyperlink) – answer all questions and then 

click Save, then Close

• Complete final step listed (select hyperlink) – click Next, select checkbox at 

bottom, click Submit for Modification button

• Select Close



Within step 5:

• You will see your new billing agent listed with a status of In Review

Please do not submit files through this billing agent until the status is 

listed as Approved

• Select the Close button when you are done

Note: Effective 8/1/2014, claims submitted by a Billing Agent on the Provider’s 

behalf will reject when the Billing NPI is not associated to the Billing Agent



Resources

● Trading Partner Resources

Michigan Department of Health & Human Services- Trading Partners

HIPAA Companion Guides

Electronic Submission Manual

● For electronic file submission and 835/ERA inquiries

automatedbilling@michigan.gov

● Provider Support (claim adjudication/reimbursement questions)

www.michigan.gov/medicaidproviders

ProviderSupport@michigan.gov or 1-800-292-2550

● Medicaid Training Requests 

Training Requests

http://michigan.gov/mdch/0,1607,7-132-2945_42542_42545---,00.html
http://www.michigan.gov/mdch/0,1607,7-132-2945_42542_42545_42633-150709--,00.html
http://www.michigan.gov/documents/mdch/ESM_ACA_CORE_2013-08-01_V1_0_430365_7.pdf
mailto:automatedbilling@michigan.gov
http://www.michigan.gov/medicaidproviders
mailto:ProviderSupport@michigan.gov
http://www.michigan.gov/mdch/0,1607,7-132-2945_5100-127606--,00.html

