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OVERVIEW 

 

This document is a training guide for any Document Management Portal user that is 
associated with either the Local Health Departments, Medicaid Health Plans or other 
providers. 
 
DMP is a software-based repository that holds documents that have been submitted to 
CSHCS via fax, mail, or upload. Documents are processed by CSHCS staff by associating 
each document with a specific client.  
 
Documents uploaded to DMP with the Document Type and Document Title will go 
directly to the appropriate work queue within CSHCS for processing. Work Queues are 
how CSHCS manage their incoming workload and are only accessible to our staff. 
 
There are instances where providers and CSHCS will need to communicate with each other 
due to a document missing necessary information or general questions that may arise from 
a decision made pertaining to enrollment eligibility. Any questions or concerns can be 
addressed throug DMP Messages. 
 
Providers should only have access to the documents that are associated with clients 
relating to their CHAMPS Provider ID or NPI. 
 
 
To change font size on the website, press Ctrl +  to zoom in or Ctrl - to zoom out  
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ACCESSING DMP THROUGH CHAMPS 

 
 

 
 
 

• Access to the Document Management Portal (DMP) is through MILogin 

• Enter user ID and Password and Select the Terms and Conditions box 
 

 
 

• Select CHAMPS 
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• Agree to the Terms and Conditions and select Launch service 
 

 
• Select your Domain and Profile from the drop down (yours will be different than 

example provided) 

• Select Go 
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• Select External Links drop down in the blue menu 

• Select Document Management Portal 
 

 
 
 

• DMP will open and default to FFS unit 

• Click on the FFS in the top right corner to switch to CSHCS  
 

 
 

• An alert will pop up to let you know you are switching to a new Organization Unit. 

Click OK 
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• Select CSHCS from the Organization Unit drop down  

• Select Provider Staff from the Profile drop down 

 

 
 

• The CSHCS home page will be displayed. Click on a tile to open the desired module. 
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SEARCH DOCUMENTS 

 
Search Documents is used to find any existing document that has been sent to and/or 
processed by CSHCS staff and belongs to a specific client. Your NPI/CHAMPS Provider ID 
will auto-populate so you will only have access to documents for clients in your LHD, MHP 
or ones that you have uploaded.  
 

 
 

• Select Search Documents from the Menu Page 
 

 
• Search Documents by any of the parameters (metadata) fields 

• Click Search 
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 Select the blue hyperlink under the Column - Document Title to view the document 

 Select the View Message icon to see messages attached to the document 

 Select the Send Message icon  to send a message 
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View Document Information  
 

 
 

• Select the metadata icon    to view the Document Information 

 
 

 
 

• Document information will appear (client name, DOB, ID, received date, MHP, 
current processing queue) 

• Documents in DMP are routed to different queues for processing by state staff. The 
Current Work Queue shows where the document is in the current process 
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Sending Multiple Documents from Search Documents 
 

 
 

• Select each document you want to send to share with another LHD 

• Select the Send Document button to send a message with multiple documents 
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SENDING DOCUMENTS 

There are two primary ways to send documents to CSHCS, via fax or upload.  
 
The most efficient way of sending CSHCS documents is through the Document Upload 
tab. Uploaded documents bypass the fax queue and are sent directly for processing.  
 
Documents can also be faxed to (517) 335-9491. Fax documents go into a queue and 
require additional processing time. Faxing is not the preferred method to send 
documents to the State of Michigan (SOM). 
 
When uploading a document, there is a limit of 60 pages. 
 
 

Uploading Documents  
 

 
 

• Select Upload Document from the Menu 
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• Once you select a Document Type and Title, the window will open with required 

fields for upload 

• There are upload instructions available in the top right corner under the Show drop 
down 

• If you have a Beneficiary ID, enter it in field and click the microscope icon to 
populate the Beneficiary First and Last name and DOB. 

• Fill in all required fields (those fields with a red asterisk).  Click the validate button 
to begin upload process.  
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▪ The Upload Files box will turn green allowing the document upload. 

▪ Drag a file to the upload file field drop location or browse for a file by clicking 

browse 

 
• Selected files will display within the File Name section 

• You can add up to 5 documents for upload. You can change the document 

type/title for each upload by changing the type/title fields 

• To complete the upload process, select Upload All Files 

  

 

• A Notification window will appear.  Click Close to close the notification window 
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FAX Cover Sheet 
 

The FAX Cover Sheet allows you to create a cover sheet with a unique bar code. If you are 
using this function, please include a message so that we know why you are faxing this 
document.  
 
When sending a fax, there is a limit of 60 pages.  
 

 
 
 

• Select Fax Cover Sheet from the Menu 

 

 
• Complete all required fields (with red asterisk) and click Submit. There are basic 

instructions in the Show drop down.  
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• An Alert will appear showing success of cover sheet generation. Click View Details 

to view the fax cover sheet for printing 
 

 
 

• The completed Fax Cover Sheet will appear.  Print the cover sheet, place it on top 

of the documents you are submitting and fax to the CSHCS Documentation 

Submission Fax Number located at the top of the page 

    

Note: The fax number may be different from example given. 
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MESSAGES 

The SOM team will communicate decisions and/or needed information via DMP message. 
 
The Messages tab shows all messages that have been sent to you.  
 

 
 
 

• You will be alerted that a message has been sent to you by a red dot appearing on 

the notification bell 

• Select Messages from the Menu page to view your messages 
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• You will default to your Inbox. Note there are several other folders avialable next 

to the Inbox. 

• You can use filters, the Search bar and sort by all columns 

 To open the message, click on the blue Message hyperlink 

 

*Note – Messages in bold have not been read. Messages not bold have been read 
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• The message window will appear once it is opened. The message shows who sent 

the message, the recipients, the date it was sent, the subject and the message 

• The client information is listed at the top of the message 

• You can click Reply if you want to reply to the message or Close if no reply is 
needed 
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• If you click Reply, all users who received the original message will populate in the 
To: field.  

• You can remove users if needed by clicking on the “x” next to their user ID 

• You can add additional users if you have the user ID and type it in the “Add More” 
field 

• Add your message in the Message field and click send  
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• To change a message from Read to Unread, select the box next to the subject 

• A Read/Unread button will appear. Clicking the button will change the message 
back to an unread (bold) status 

 
 

• To move a message from your inbox to another folder, select the box next to the 
subject 

• A Move To dropdown will appear with options to send the message to any of the 
available folders 
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NOTIFICATIONS 

 
Email Notifications 

 
 
When State staff send you a message via DMP, you will receive an email notification. 
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TIPS FOR DOCUMENTS COMMONLY SENT TO THE STATE OF MICHIGAN 

 

Medical report to add a provider: 
 
Select Document type: Medical, Document Title: Add Provider 
 
When sending in a medical report to add a provider, please use the Message portion of 
the document upload or fax cover sheet to let us know what provider you want added. 
Please include the provider’s name, NPI, date of service, and diagnosis code the provider 
should be associated with. 
 
Do not send in a Notice of Action (NOA) to add a provider as one document and send in 
the associated medical report as another document (or have the provider send us the 
medical separately).  
 
Medical report for renewal: 
 
Select Document Type: Medical, Document Title: Renewal 
 
When uploading medical for renewal, enter the month the coverage is ending 01, 02, 03, 
04, 05, 06, 07, 08, 09, 10, 11, 12 in the Document Name Field.  

• For coverage that has lapsed, please include the coverage ended year and the word 
LAPSED, example: 10/2015 LAPSED, 04/2016 LAPSED. This will provide additional 
information for staff to identify and process renewal medical timely. 

 
Income Review Payment Agreements (IRPA’s):  
 
Select Document Type: Application Financial, Document Title: Application Financial 
 
When uploading IRPA’s for renewal, enter the month the coverage is ending 01, 02, 03, 
04, 05, 06, 07, 08, 09, 10, 11, 12 in the Document Name Field.   
 

• For coverage that has lapsed, please include the coverage ended year and the word 
LAPSED, example: 10/2015 LAPSED, 04/2016 LAPSED. This will provide additional 
information for staff to identify and process renewal IRPA’s timely. 

 
 
 



 

DMP User Manual for Providers  24 of 24 
October 2025 

Out of State Prior Authorizations: 
 
Out of State Transplant requests need to be submitted to the Program Review Division. 
This can be done by either faxing or mailing the necessary medical reports with a Prior 
Authorization form (MDA-6544-B): 
 

MDHHS – Behavioral and Physical Health and Aging Services Administration 
Program Review Division 
P.O. Box 30170 
Lansing, MI 48909 
 
Fax Number: (517) 335-0075 

 
Medical reports from Out of State providers that will be used for renewal purposes must 
be uploaded separately using the Document Type and Document Title of 
Medical/Renewal.  
 
Please Note: 
 
ALL OUT OF STATE (OOS) PRIOR AUTHORIZATION DOCUMENTATION MUST BE 
SUBMITTED IN ONE UPLOAD OR ONE FAX.   
 
You can no longer submit the OOS form and send the medical in later or have the 
provider send the medical directly to CSHCS.  
 


