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The MiLogin user who submits the CHAMPS Provider Enrollment
application becomes the Domain Administrator for that provider
application.

The Provider Domain Administrator has the responsibility of
assigning rights for all users within the organization to access the
provider’s information within CHAMPS. Multiple Provider Domain
Administrators may be established for a single organization, but a
separate application must be completed and approved for each
administrator.

Background

A new Domain Administrator can be assigned by completing the:

» Electronic Signature Agreement Cover Sheet MDHHS-5405

* Electronic Signature Agreement DCH-1401

* Send all requests to MDHHS-DomainRequests@michigan.gov.
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https://www.michigan.gov/mdhhs/doing-business/providers/providers/medicaid/policyforms/medicaid-provider-forms-and-other-resources
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Adding Users &
Assigning Profiles

Login to CHAMPS

Select the Billing NPI from
the Domain dropdown.

Select Domain Administrator
from the Profile dropdown.

Click Go.

Note: If there are no Domain
or Profile options to select
refer to

CHAMPS

Community Health Automated Medicaid Processing System

[ s Ik

‘ Domain Administrator

} Select Favorite
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https://www.michigan.gov/-/media/Project/Websites/mdhhs/Folder1/Folder8/Domain_Administrator_PE.pdf?rev=1ac9d6a7c8b94b279986e5405e213838
https://www.michigan.gov/-/media/Project/Websites/mdhhs/Folder1/Folder8/Domain_Administrator_PE.pdf?rev=1ac9d6a7c8b94b279986e5405e213838
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Adding Users &
Assigning Profiles

NPI: Name :
: : < Latest updates ~ i calendar ~
Click the Admin tab. :
Q 10:59 9oecemver2005
Tuesday
Mo Tu We Th Fr Sa Su
# My Reminders = 1 2 3 4 5 6 7
: Il o o 12 13 14
|Fitery v I @0 [ Bsave Fiters | | ¥ y Fitters | 5 16 17 18 18 20 21
22 23 24 25 26 27 28
Alert Type Alert Message Alert Date Due Date Read Tickler Modified Date 29 20 3
0 Av AY AY AY AY AV 4+ Today -+
No Records Found !
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Admin~

@Ps < My Inbox ~

Adding Users & —— o T——————
Assigning Profiles Poresrara et e

NPI: Name :
. < Latest updates -~ Calendar ~
Select User List.
Q 10:59 s oecember 2025
Tuesday
Mo Tu We Th Fr Sa Su
# My Reminders ~ 1 2 3 4 5 6 7
: Bl 1 12 13 14
) = e 15 16 17 18 19 20 21
|Fitersy v | I 1@co [ Bsave Fiers | | ¥y Fiers™ | LR AR AR RS - -
Alert Type Alert Message Alert Date Due Date Read Tickler Modified Date B 0 ¥
0 av av av av av av * 2day) -
No Records Found !
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< My Inbox~  Admin~ N
: i Note Pad @ External Links = % My Favorites ~ & Print © Help
Adding Users &
Assigning Profiles - |
Manage Users ~
Click Add. And | Fiter By 0o BsaveFilters Y My Fiters™
Name Organization Status Start Date Expiration Date
Note: To add a user, they =i - I - &

must have created a MiLogin
account.
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T
QHﬂmPS < My Inbox ~ Admin~ >

@ Add Provider User - Google Chrome

Adding Users &
Assigning Profiles

/CNSIC;

25 tp-chp-uat.state.mi.

3 Provider Portal 3 UserLis

#  Add Provider User

Enter the MILOgIn User ID S| Menags Vol Please enter the following information
The start date will dEfaU|t to Filter By M ——— User ID: :]* [Enter Single Sign On 1D] E
the current system date. I providerpomare: (I ¢

. | Start Date: B *

Select any of the applicable or | Expirstion Dats: [ 123172558 | ) #

needed profiles.

Available profiles may vary

based on the provider’s
enrolled specialty.

= Print © Help

Available Profiles Selected Profiles *

CHAMPS Full Access
CHAMPS Limited Access
Claims Access

Domain Administrator

Eligibility Inquiry

FS Hospital

Hospital Admission

Prior Authorization Access
Provider Enroliment Access
View Provider Enrollment -

Click the arrow to move the
profile option from Available to
Selected.

Remarks:

Click ok.

Page ID: digAddProviderUser(Admin)

After clicking ok users will be
taken back to the Manage User
list page.
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Update User
AcCcess

Steps on how to add

add
enc

to a
in C

itional profiles or
date user access
provider’s domain
HAMPS.
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Admin~

@Ps < My Inbox ~

il USER MAINTENANCE i Note Pad @ External Links~ % My Favorites ~ ¥= Print © Help
U pdate User Access R
NPI: Name :
Select User List 2| o e - atencar -
2 10:59 s pecemner 2025
Tuesday
2025 December
Mo Tu We Th Fr Sa Su
# My Reminders ~ 1 2 3 4 5 6 7
s Il o 2 13 14
) = = 15 16 17 18 19 20 21
Filter By v ®co Save Filters | | ¥ My Filters™
| Y H H ‘u [ a ] [ ] 22 23 24 25 26 27 28
29 30 31
Alert Type Alert Message Alert Date Due Date Read Tickler Modified Date
0 A av av av av av * fioday, -+
No Records Found !
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@PS < My Inbox > Admin~ >

ki Note Pad @ External Links ~ % My Favortes v = Print @ Help

Update User Access

Select Domain Name from | ][ -
A | And | Fiter By v |@sce B Save Filters | [ ¥ My Filters~
the filter by dropdown.
Domain Name Name Organization Status Start Date Expiration Date

Expiration Date

Organization
Userld

No Records Found !
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@Ps < My Inbox ~ Admin~ >

I Note Pad @ External Links ~ Y My Favorites v = Print © Help

Update User Access

Ente the percentage (%) as ol s i )
o . | Domain Name v | % | And | Fiter By v ®co (B save Fiters | [ ¥ my Fiters~ |
the search criteria. )
Domain Name Name Organization Status Start Date iration Date

D AY AT AV AY AV AY

Click Go. o Records Found
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@PS < My Inbox~ Admin~ >

» Last Login: 04 DEC, 2025 01:54 PM i Note Pad @ External Links v % My Favorites ~ = Print © Help

Update User Access

. H BoOOM u -~
Click the domain name —t
5 ‘ Domain Name + ‘ ‘% ‘ And | Filter By V” |-0GU [ 2 save Filters ] [ T My Filters™
hyperlink of the user that
Domain Name Name Organization Status Start Date Expiration Date
needs to be updated o ar . - - -
_ : O _ Provider Approved 11/04/2025 12/31/2999
NOte ThIS page dISp|ay5 0 Provider Approved 08/28/2009 12/31/2999
curre nt users W|th an |] Provider Approved 0311912014 12/31/2999
5 . O — Provider Approved 08/13/2010 12/31/2999
eXp I ratlo n d ate Of O Provider Approved 11/02/2009 12/31/2999
12/31/2999. If a user account O i provier Aoproved i il
: : @] Provider Approved 1010412010 12/31/2999
is expired, search by User Id 5 o o amones o B—
|nstead Of Doma”‘] Na me. O Provider Approved 1011172011 12/31/2999
0 - Provider Approved 01/14/2025 12/31/2999
View Page: [2 } [OGO] [lPageCcum] [ESaveloExn:el] Viewing Page: 1 [«First] [( Prev] [’ Next } [» Last ]
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Update User Access

To add additional profile(s) to
the user choose the profile
from the Available Profiles.

Note: available profiles may
vary based on the provider’s
enrolled specialty.

Click the arrows pointing to
the right to move the profile
to the user.

Click Save and Close to
return to the user list page.

15

@Pﬁ < My Inbox ~ Admin~

» Last Login: 04 DEC, 2025 01:54 PM

' yProvider Portal  UserList ) User Details

| Note Pad @ External Links v

% My Favorites v = Print

User Login ID: Name :
B User Details -~
User ID: | Tester123 ‘
Frsthame: [Tt J* Losthame: [Tostog *
Domain Name: | Lock User/ C O
Email * Phone Number: [ (123) 456-7880 *
Start Date: | 11/02/2009 E] * Expiration Date: | 12/31/2999 B *
Remarks:
Available Profiles Selected Profiles *
—
CHAMPS Full Access a Eligibility Inquiry *
CHAMPS Limited Access
Claims Access
Domain Administrator a
FS Hospital

Hospital Admission

Prior Authorization Access
Provider Enrollment Access
View Provider Enroliment

hd hd
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Update User Access:
Remove Profile(s)

16

Choose the profile(s) from
the Selected Profiles list.

Click the arrows pointing to
the left to remove.

Click Save and Close to
return to the user list page.

@S < My Inbox ~ Admin~

Last Login: 13 SEP, 2018 06:49 AM

1 » Provider Portal 3 UserList 3 User Details

User Login ID:

#  User Details

User ID: | Tester123

Domain Name:

S

Email: | test@test.com *

Start Date: | 08/24/2009 E

Remarks:

I Note Pad (@ External Links ~

Name: Testing, Test

Lock User / Comment: [

e
Expiration Date: | 12312996 | @ | %

Available Profiles m L
CHAMPS Full Access Domain Administrator
CHAMPS Limited Access Eligibility Inquiry
Claims Access < | Prior Authorization Access
Hospital Admission » || Provider Enrollment Access
View Provider Enrollment

% My Favorites A Print
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Update User Access:
Remove Access to
Domain

To remove access to the
provider’s domain, enter an
expiration date.

Note: The expiration date
must be the same as the
current or future date.

Click Save and Close to
return to the user list page.
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—
@S < My Inbox Admin v

Last Login: 13 SEP, 2018 06:49 AM

1 > Provider Portal y UserList 3 User Details

User Login ID:

i Lock Comments History

User Details

User ID: ester123

S

Domain Name:

Email: | test@test.com =

Start Date:  08/24/2009 E

Remarks:

Name: Testing, Test

Available Profiles

|k Note Pad @ External Links ~ % My Favorites & Print

Lock User / Comment: [ ]

e e, (-
Expiration Date: | 09/13/2018 | M | *

Selected Profiles *

CHAMPS Full Access
CHAMPS Limited Access
Claims Access

Domain Administrator
Eligibility Inquiry

Hospital Admission

Prior Authorization Access
Provider Enrollment Access
View Provider Enroliment

[« | Prior Authorization Access

Domain Administrator
Eligibility Inquiry

Provider Enrollment Access
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MDHHS website:
—  www.michigan.gov/medicaidproviders

. CHAMPS Resources
i/': We Contlnue tO Update our Listserv Instructions
=22 Provider Resources: Provider Alerts

Medicaid Provider Training Sessions

Provider

Resources

ProviderSupport@Michigan.gov

@ Provider Support:

1-800-292-2550

Y[ Jsls25  Thank you for participating in the Michigan Medicaid
[0 [ Program

18 2025
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https://www.michigan.gov/mdhhs/assistance-programs/medicaid/portalhome/medicaid-providers/policyforms/policy-letters-and-forms
https://www.michigan.gov/mdhhs/assistance-programs/medicaid/portalhome/medicaid-providers/champs-a/champs/accordion/pages-functions/eligibility-and-enrollment-member-tab
https://www.michigan.gov/mdhhs/-/media/Project/Websites/mdhhs/Folder1/Folder36/MSA-Listserv-Instructions.pdf?rev=93cace06cc8949ff89c3711db8a2ce08
https://www.michigan.gov/mdhhs/-/media/Project/Websites/mdhhs/Folder1/Folder36/MSA-Listserv-Instructions.pdf?rev=93cace06cc8949ff89c3711db8a2ce08
https://www.michigan.gov/mdhhs/assistance-programs/medicaid/portalhome/medicaid-providers/medicaid-provider-alerts/data/pages/contact-provider-support
https://www.michigan.gov/mdhhs/assistance-programs/medicaid/portalhome/medicaid-providers/training
https://www.michigan.gov/mdhhs/assistance-programs/medicaid/portalhome/medicaid-providers/training
mailto:ProviderSupport@Michigan.gov
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