
Web Portal Module
Overview 

 

 
 Provider Registration 

 
 
 

Estimated Duration- 30 minutes 



Welcome 
Welcome to Web Portal Training! The goal of the presentation is to provide 
you with the fundamental Web Portal knowledge you need to assist Molina 
Providers.  It is important to note that some of the functionality demonstrated 
will only work for our providers and cannot be performed in the Support User 
environment. 
 
If you have any feedback or questions, please direct these to the Stakeholder 
Experience Department by emailing us at: 
WebPortal@Molinahealthcare.com. 
 
Thank you, 
 
Web Portal Team 
 
 

mailto:WebPortal@Molinahealthcare.com
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Training Module 1 (Provider) 
 • Logging In      5 minutes 

 
• New Provider Registration    10 minutes 

o Facility / Group Registration 
o Individual Practitioner Registration 
o Obtaining a Provider ID 

 
     
 

 
 

 

    

     

• Admin Functions 10 minutes 
o View Profile
o Manage Office Users
o Register an Additional Pay-To
o Delete Account

 
• Web Portal Home Page 5 minutes 

 
• NPI Registration 5 minutes 
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Web Portal Functions 
 Register & Setup Profile 

 Create & Manage Office 
User Accounts 

 Check Member Eligibility 

 Submit Professional Claim  

 Search for Claims  

 Submit Service Request 

 Search for Service Requests 

 Search for Providers 

 Save/Open Partial Claim or 
Service Request 

 Download Patient Eligibility 
List (Excel & PDF) 

 Download Provider 
Affiliation List (Excel & PDF) 

 Export & Download Claim 
Files (Excel & PDF) 

 Download Nurse Advice 
Reports 

 View FAQ’s 

 Contact Molina 

Provider-related 
 
 
The revised Web Portal has been optimized 
for Molina Providers. The list on the right 
identifies all the functions available to 
Providers using the Molina Web Portal.  Each 
of these will be discussed in detail during this 
training. 
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Objectives 
Upon successful completion of the course, participants will be able to: 

 
•  
 
Create an Web Portal Provider Self Services account 

•  
 
Log into Provider Self Services 

•  Add additional pay-to entities to an Web Portal account 
 

•  Add additional users to an Web Portal account 
 

• Perform account administration for their organization  
 

• Complete NPI registration 
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Accessing Molina’s Web Portal 

Upon reaching the 
Molina website 
(www.molinahealthcare.
com), you will see 
several options.  To 
access Molina’s Web 
Portal, first click Login. 

http://www.molinahealthcare.com/
http://www.molinahealthcare.com/
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Provider Online Services 

Web Portal has three 
categories of user 
services. This training 
focuses on only the 
Provider category. To 
begin the Provider 
login process, click 
Provider Online 
Services. 
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Provider Self Services - Web Portal Login 

Registered providers can enter their user name 
and password here. If you have not yet   
registered, click New Provider Registration. 
 
From this screen you can also reset your 
password, view the system requirements and 
other access and compatibility information, visit 
the Frequently Asked Questions section of the 
Web Portal, and find a list of Molina contact 
names and phone numbers. 
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Admin User Responsibility 
After clicking New Provider Registration, the Provider Online User Agreement will display. 
Please review the agreement, and click I Accept at the bottom of the page to proceed with 
registration. It is important to note that the first account created is automatically the Admin 
User (administrator) account. The Admin User account provides access to all Web Portal 
functionality and is responsible for management of all other users under the account.  

To continue with the registration process, 
click the here link.  
 
You also have the option of exiting the 
Web Portal if you do not wish to be the 
administrator. 
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New Provider Registration 
The screen below appears upon selecting New Provider Registration. Provide as much of the 
requested information as possible.  

1. Select the between Medicaid or Medicare. If you selected Medicaid, please select State from 
dropdown menu. 
 

2. Select a Provider Type (Individual Physician, Billing Organization or Facility/Group) A 
description for each Provider Type will appear depending on which one is selected. 
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New Provider Registration (cont.) 

 Enter Tax ID Number and Provider ID 
number. 

 
 If you do not Provider ID, enter 3 out of 

5 of other validating information  
 NPI 
 State License Number 
 Medicaid Number 
 Medicare Number 
  DEA Number 
 
 Click Next and the page will load an 

additional section for Authentication 
Details. 
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Authentication Details 
The Authentication Details section appears after inputting the appropriate information for the 
Provider Information. All fields in the Authentication Details sections are required.   
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• Enter First Name then Last Name. 
 

• Enter email address in E-mail and Confirm E-mail field. 
 

• Enter User ID and Password then confirm password. (User ID and Password need to be 
formatted within specified conditions.) 
 

• Select and enter responses to the security questions. 
 

• Enter Captcha Code and Accept Provider Online User Agreeement. 
 

• Click Register to continue. 

Authentication Details (cont.) 
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Account Activation 

• After registration is done,  an activation link will be sent to your account and this 
page will appear. Click OK. Go to your e-mail to activate account and you will be 
sent to the Provider Services Login Page 

If your registration was successful, you will see the message at the top of the following screen. 
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Forgot Password 

• Click Forgot 
Password. 
 

• Enter the three 
answers you 
provided at 
registration. 
 

• Click Submit. 
 

• Enter New 
Password. 
 

• Enter Confirm 
Password. 
 

• Click Submit. 
 

If you are unable to remember your password at any time, you can select a new one at 
the login page. This function is available to Admin Users only.  
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 Facility/Group – Home Page 
  If you registered multiple pay-to entities, the drop-down list at the top of the page will allow you to     
  toggle to each. This list will not appear for Individual Practitioners or Facility/Groups who have  
  registered only one pay-to. 
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Admin Functions 
Admin users will have additional selections available in the Welcome menu (below) that do not   
appear for other users. These links are used to create and manage additional user accounts, 
manage the pay-to entities that will be accessed by all users. These Admin-related functions 
include: 

• View / Update Profile 
• Manage Office Users 
• Delete Account 
• Manage Providers 
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View / Update Profile displays the following page. You can update any of the information in the 
Contact and Account Self Services section. 

View / Update Profile 

Click Edit to begin. The 
Save and Cancel 
buttons will display. 
Update your profile 
information. 
 

 

 
 
 

Click Save.  

Click Cancel to return 
to the previous page. 
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  The Manage Users link displays the following page. Here you can create invite users, as 
  well as lock, unlock, remove access and update user roles. 

Manage Users 
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Manage Users (cont.) 

• Select a role from the drop-down (Clinical, Non-Clinical, Biller, Reporting, 
Pharmacy, All Access, Administrator and No Access). 

Each user will need to be given a role before they can access e-Portal functions. To 
assign user roles, click the User ID and the Manage User Screen page will appear. 
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Invite Users 

• To invite a new user, click Invite Users link and window will appear. Enter e-mail, select 
role type and click invite. You can also add more users to invite multiple users at one time.  

Account Administrators can invite users to be have access to the same account with 
either the same or different  access levels. 
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Delete Account 

   
• Log in under the 

account to be 
deleted and click 
Delete Account 
on the Welcome 
menu. 

• Click Delete 
Account. 

• Click OK to 
continue.  

• Each Office User 
will receive a 
secure email 
notification that 
the account has 
been deleted. 

• Click Cancel to 
return to the 
previous page. 

If you are not the correct Admin User for an account you have registered, you may delete the 
account using the Delete Account option. 
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Manage Providers – Group/Facility 
  As the administrator, you may add as many additional pay-to entities as needed. 

1. Click Add to 
add providers. 
 

2. Click Submit to 
complete the 
registration. 

Note: If the TIN and the Provider ID are validated against Molina’s database, the Provider Name 
will display in the list, as shown above.  
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Manage Providers – Group/Facility 
Each TIN/Provider ID can have only one Admin User. If an account has already been created, it 
must be deleted before you can complete the registration process.  

• The error message 
below will alert you 
and provide further 
instructions if the 
account you are 
attempting to 
register is already 
registered. 

The TIN and Provider ID entered is currently registered and cannot be added to this account. If 
you believe you should be the administrator of this Provider ID, please contact the current 
administrator and request that they delete their existing account. If you need assistance, please 
contact a Molina Help Desk Technician at 866-449-6848. 
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NPI Submission 

• Option 1 – Click the first 
blue link to manually 
register your Provider’s 
NPI numbers. 
 

• Option 2 - Click 
Download to access the 
Excel File template to 
submit Provider’s NPIs by 
batch.  After updating the 
file with the NPI numbers, 
save the file. Click 
Browse to locate the file, 
and then click Upload 
File. 

There are two ways to register Provider NPI numbers.  
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NPI Submission – Manual Entry 
Users may enter NPIs for Pay-to, Rendering, and Sub-Part providers.  
 

1. The Pay-To 
Information section 
will populate from 
Molina’s database. 
 

2. Enter the NPI 
number. 
 

3. Click Next to 
register Rendering 
Providers. 
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NPI Registration – Manual Entry (cont.) 
Enter the Rendering 
Providers’ NPI 
numbers. 
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NPI Registration – Manual Entry (cont.) 
• Click Next to enter 

the Subpart NPI 
numbers, if 
applicable. 
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NPI Registration – Manual Entry (cont.) 
Click the check box 
agreement. 
 
Click Submit to 
complete the NPI 
registration. 



30 

The NPI Frequently Asked Questions (FAQ) provides you with additional information. 

National Provider Information FAQ 

• Click any blue 
underlined 
link to see its 
answer. 
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