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1.  Training Manual Overview 
The purpose of this document is to provide details on the functionality of the Alabama Medicaid Recipient Web Portal. 

1.1 Intended Audience 
Training for the Alabama Recipient Web Portal is intended for all personnel working on the Alabama Medicaid Agency Program. 

1.2 Learning Objectives - 
Upon completion of this training session, participants will be able to: 

 Discuss the features of the Recipient Web Portal. 

 Identify fields used in performing an inquiry or update tasks. 

 Recognize the purpose of each of the key inquiry and update pages in order to perform essential inquiry and update tasks. 

1.3 Key Concepts 
The following key concepts or topics will be covered during the training session: 

 Introduction of each functional area. 

 Introduction to each functional area pages. 

 Introduction to the purpose of selected inquiry and update pages. 

 Identify which pages are contained in the inquiry and update navigational flow. 

 Recognize the navigational sequence of pages used to perform update tasks. 

 Recognize that there may be more than one way to access pages to perform the inquiries and updates. 
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2. How to Access “My Medicaid” 
To access the recipient web portal, go to www.medicaid.alabama.gov and select “My Medicaid” 
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3. How to Register on “My Medicaid” 
 From the home page, select New User-Register Now link 
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Enter first name, last name, date of birth, RID or SSN and click Continue. 

    Note:   Red asterisk (*) indicates a required field 

 
 

Create User ID and Password. 

Note 1: To verify whether or not your User ID is available click on Check ID 

Note 2: Note: The Password cannot be the same as your Recipient or User ID. It must be between eight (8) and twenty (20) letters and numbers. 
It must have at least one (1) capital letter, one (1) lowercase letter and one (1) number. Write down your password and keep it in a safe place. 

Confirm Password by retyping your password into the Confirm Password field 
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Provide your contact information by entering phone number, e-mail address and confirming e-mail address 
Note: Display Name will auto populate 

 
Choose a Site Key picture and Passphrase 
Note 1: Use the arrows to see more site key picture choices 
Note 2: The Passphrase should be one or two words to help you remember the picture you pick. It should not be the same as your password. 

 
Select a unique challenge question for each of three (3) required challenge questions then provide an answer to each question. 
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Click Submit to submit registration or Cancel to end registration transaction 

 
The message below will show once registration has been submitted. 

 
 
4. How to Login to “My Medicaid” 
From the home page enter user ID in User ID field and Select Log In. 
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Answer challenge question to verify identity and Select This is a personal computer. Register it now or This is a public computer. 
Do not register it. Then select Continue. 

 
 
Make sure your site key picture and passphrase are correct. If correct enter your password and Select Log In. 
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4.1 What to do if you forget your User ID 
From the home page select Forgot User ID?. 

 
 
Supply the following information which will identify you and Click Submit. 

 Date of Birth 

 Recipient ID/SSN 
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You’ll see the following box. Click OK and an email with the recipient’s user ID will be sent to the email address on record. 

 

 

4.2 What to do if you forget your Password 
From the password page select Forgot Password ?. 

 
 

Answer a challenge question and select Submit. 
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The following box will appear. Click OK and an email will be sent to the email address on record giving a temporary password. 

 

Enter Temporary Password in the Password field and Select Log In. 
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From the Change Password Page enter Temporary Password into the Current Password field and enter New Password and confirm 
new password. Select Submit. 

 

The following box will appear. Click on OK to log in. 

 

 

 

 



USGS   August 1, 2011  
Alabama Recipient Web Portal Project   V1.0 
 

12 
Copyright © 2011, Hewlett-Packard Enterprise Services. All rights reserved. HP Proprietary Trade Secret Information 

5. How to make updates to My Account/Information 

5.1 My Account 
The My Account page displays the information that was entered during the registration process. It allows the user to change 
information and password. 
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5.1.2  How to update Contact Information 
After login, from the home page select My Account and in section for Contact Information select Edit. Update desired information 
and click Save. 

 

5.1.3 How to update Challenge Questions 
After login, from the home page select My Account and in section for Challenge Questions select Edit. Update desired information 
and click Save. 
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5.1.4 How to update Site Key Picture/Passphrase 
After login, from the home page select My Account and in section for Site Key Picture/Passphrase select Edit. Update desired 
information and click Save. 

 

5.1.5 How to change the Password 
After login, from the home page select My Account and in section for Password select Change Password.  

 
Enter current password, new password and confirm password and click Submit. 
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5.2 My Information 
The My Information page allows the user to choose a specific member of their household from a drop down box and add, change or 
delete information that pertains to the individual selected.   

 
After selecting My Information from the home page, to submit changes online select the first Click Here choice in the first 
paragraph on the page. 
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5.2.2 How to update Recipient Information including Address 
Select the link for Recipient Information or select Continue. 
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Select the appropriate check box based on the information to be updated and make changes to the information. 
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If further updates are needed select the appropriate section in the left column or click Continue or if no further updates are needed 
select Go to Submit or Submit the Form. 
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5.2.3 How to update Marital Status 
Follow steps in section 5.2 and then select the link for Marital Status Changes. 

 
Select the appropriate check box based on the information to be updated and make changes to the information. 
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If further updates are needed select the appropriate section in the left column or click Continue or if no further updates are needed 
select Go to Submit or Submit the Form. 

5.2.4 How to update Family Changes 
Follow steps in section 5.2 and then select the link for Family Changes. 
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Select the appropriate check box based on the information to be updated and make changes to the information. 
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If further updates are needed select the appropriate section in the left column or click Continue or if no further updates are needed 
select Go to Submit or Submit the Form. 
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5.2.5 How to update Income Changes 
Follow steps in section 5.2 and then select the link for Income Changes. 

 
Select the appropriate check box based on the information to be updated and make changes to the information. 

 



USGS   August 1, 2011  
Alabama Recipient Web Portal Project   V1.0 
 

24 
Copyright © 2011, Hewlett-Packard Enterprise Services. All rights reserved. HP Proprietary Trade Secret Information 

 

 



USGS   August 1, 2011  
Alabama Recipient Web Portal Project   V1.0 
 

25 
Copyright © 2011, Hewlett-Packard Enterprise Services. All rights reserved. HP Proprietary Trade Secret Information 

 
If further updates are needed select the appropriate section in the left column or click Continue or if no further updates are needed 
select Go to Submit or Submit the Form. 

5.2.6 How to update Expense Changes 
Follow steps in section 5.2 and then select the link for Expense Changes. 
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Select the appropriate check box based on the information to be updated and make changes to the information. 

 

 
If further updates are needed select the appropriate section in the left column or click Continue or if no further updates are needed 
select Go to Submit or Submit the Form. 
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5.2.7 How to make other changes such as changes to Insurance 
Follow steps in section 5.2 and then select the link for Other Changes. 

 
 

 

Select the appropriate check box based on the information to be updated and make changes to the information. 
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If further updates are needed select the appropriate section in the left column or click Continue or if no further updates are needed 
select Go to Submit or Submit the Form. 

5.2.8 How to update Sponsor Changes for District Office Certified Recipients 
Follow steps in section 5.2 and then select the link for Sponsor Changes. 
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Select the appropriate check box based on the information to be updated and make changes to the information. 

 

 
 

If further updates are needed select the appropriate section in the left column or click Continue or if no further updates are needed 
select Go to Submit or Submit the Form. 
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5.2.9 How to submit updates 
If no further updates are needed select Go to Submit or Submit the Form. 
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Once form is submitted a question page will appear. You must answer all questions and select Submit. 
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5.3 How to check Medicaid Status or Withdraw from Medicaid 
The Check Medicaid Status or Withdraw from Medicaid Page allows the user to view the status of their Medicaid or withdraw from 
Medicaid. The user can also cancel a pending application. 

After login, from the home page select Check Medicaid Status or Withdraw from Medicaid Under the Recipient Header. 

 

5.3.2 How to check the Medicaid Status 
In the recipient section, select the desired recipient from the drop down and select Submit.  

 
The status will be listed in the Status column. 
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5.3.3 How to cancel a pending application 
In the recipient section, select the desired recipient from the drop down and select Submit.  

 
 

To cancel the application select Cancel Account from the Action column. 

 
 

5.3.4 How to Withdraw from Medicaid 
In the recipient section, select the desired recipient from the drop down and select Submit.  
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 To Withdraw from Medicaid select Close Account from the Action column. 

 
 

Verify that the correct recipient is listed on the next page and Select the appropriate Withdrawal reason from the drop down.  
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Once a reason is selected complete all additional required fields and select Submit. 
Moved Out of State 

 
 
Miscarriage 
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Member Now Deceased 

 
Request Case to be Closed 
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Review data entered. If data needs to be corrected select Edit, if action does not need to be completed select Cancel and if data is 
correct and action can be completed select Confirm. When the following box appears, select OK. 
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6. Coverage and Service Usage 
The Coverage page allows the user to check their or their dependents’ health benefit coverage, benefit services, and exam limits for 
their Alabama Medicaid account.   

After login, from the home page select the Coverage tab at the top of the page or look underneath the Coverage section on the home 
page. 

 
 

 

 



USGS   August 1, 2011  
Alabama Recipient Web Portal Project   V1.0 
 

39 
Copyright © 2011, Hewlett-Packard Enterprise Services. All rights reserved. HP Proprietary Trade Secret Information 

6.1 How to determine who is covered 
Select Who is Covered? 

 
 

Who is Covered ? list will be displayed. 

 
 

 

 

 



USGS   August 1, 2011  
Alabama Recipient Web Portal Project   V1.0 
 

40 
Copyright © 2011, Hewlett-Packard Enterprise Services. All rights reserved. HP Proprietary Trade Secret Information 

6.2 How to see benefit coverage 
Select See Benefit Coverage. 

 
In the recipient section select the desired recipient from the drop down list and click Submit. The Benefit Details will be displayed. 
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6.3 How to track benefit service usage 

6.3.2 Doctor Visits and Outpatient Hospital Visits 
Underneath Track Benefit Services header select either Doctor Visits or Outpatient Hospital. 

 
In the recipient section select the desired recipient from the drop down list and click Submit. The Service Limit Details will be 
displayed. 
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6.3.3 Dental Exams, Dental Cleanings, and Eye Exams 
Underneath Track Other Exam Limits header select either Dental Exams and Cleanings or Eye Exams. 

 
In the recipient section select the desired recipient from the drop down list and click Submit. The Other Benefit Services Details and 
last service date will be displayed. 
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7. How to view or change your Patient 1st Provider 

7.1 How to view your Patient 1st Provider 
After login, from the home page select View or Change Your Patient 1st Provider under the Patient 1st Provider Header. 
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Current Patient 1st Provider along with Recipient Name, start date and Medical Plan End Date will also display. For Provider location 
and to get directions, click on the Map button under Patient 1st Provider column. 

 

7.2 How to change your Patient 1st Provider 
Follow steps in section 7.1 and then to change Patient 1st Providers, select the Choose A Patient 1st Provider link. 
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A list of available patient 1st providers will be displayed. This list will contain the provider name, address, distance and phone number. 
Choose a provider from the list by clicking on the Select link under the Select column next to that provider’s information. 

 
Verify that provider listed is correct and choose a reason for the change from the drop down list. Select Submit. 
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Verify information displayed is correct and select Confirm. 

 
When the following box is displayed, select OK. 

 
 
The Patient 1st Provider Information will display showing current provider along with new provider and start date for new Provider. 
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8. How to order a new Medicaid Card and print Medicaid Eligibility 
The Medicaid Cards page allows the user to request a new Medicaid Card and print their Medicaid eligibility. To access this page 
from the home page select the Medicaid Cards tab at the top of the page or look underneath the Medicaid Cards section on the home 
page and click the sample card. 
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8.1 How to order a new Medicaid Card 
Underneath Medicaid Cards header select Get a New Card. 

 
Select desired recipients by clicking the box next to the recipient’s name and select a reason from the drop down list to the right of the 
recipient’s name. Select Submit. 

 
Verify information is correct and select Confirm to continue or Cancel to cancel action. 
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When the following box is displayed, select OK. 

 
 

8.2 How to print proof of Medicaid eligibility 
Underneath Medicaid Cards header select Print Proof of Eligibility. 

 
In the recipient section select desired recipient from the drop down box and select Submit. 
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A new window should appear and select Print. 

 
Computer print options will appear. Follow normal print procedures for current computer. 
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9. Resources 
The Resources page provides links to additional information for the user.  Included on the page are links to applications, the Form 202 
(to change a sponsor), Third Party Insurance information and the PDF format of the Form 295. 
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