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Overview 
 

This document contains step by step instructions for navigating through EDI portal and other form 
submissions associated with EDI. This document also covers scenarios and action that can be performed 
by the EDI admin. Below listed are few high-level scenarios that are covered in this manual. 

 
- EDI Enrolment Foam Submission (Public Portal) 
- EDI Portal – User Role Functionalities 
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1 Form Submissions 
This section provides actions that can be performed using enrollment and authorization form. 

1.1 EDI Enrollment Form 
1. Open EDI Enrollment form. 

 

2. Fill all the required details for service center and primary user. 
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3. Select the transaction types and click on Submit button. 

 
 

4. EDI Enrollment request should be submitted to DMAS and user should receive a success message. 
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2 EDI Portal – User Role 
This section provides actions that can be performed by a user in EDI portal. 

2.1 Login to EDI portal application 
1. Login to EDI portal with valid user credentials. 

 
 

2. Accept license agreement and click on submit button 
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3. Select any applicable option to verify identity and receive OTP. 

 
 
 

4. Confirm login by entering OTP. 
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5. After successful login, click on EDI link. 

 
 

6. EDI Web portal application page should be displayed as per user role. 
 

2.2 Sign Trading Partner Agreement for new user 
1. Login to EDI portal with valid user credentials following steps in 3.1. 
2. Click on Action link for the service center to proceed. 
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3. Agreement signing page should be displayed if user has not previously signed an agreement for 
this service center. User should be able to click on ‘Sign Agreement Here’ link. 

 
 

4. User should be navigated to DocuSign page to sign the agreement. Sign the agreement by 
providing Title. 
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5. User should be navigated back to EDI portal home page and message should be displayed 
stating agreement is pending with DMAS along with other important EDI links. Also, news and 
announcement section should be displayed. 

 
 
 
 

2.3 Update service center address details 
1. Login to EDI portal with valid user credentials following steps in 3.1. 
2. Click on My Account option from top right corner dropdown menu 

 

3. Account details should be displayed. Click on Edit button 
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4. Edit Service Center Address details and click on Save button. 
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5. Address details should be updated successfully, and message will be displayed. 

 

2.4 Update service center authorized transactions 
1. Login to EDI portal with valid user credentials following steps in 3.1. 
2. Click on My Account option from top right corner dropdown menu 

 

3. Account details should be displayed. Click on Edit button 
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4. Check/Uncheck checkboxes in Authorized Transactions sections and click on Save button. 
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5. Clicking on Save button, user should be navigated to DocuSign page to sign the agreement. Sign 
the agreement by providing Title. 

 

6. User should be navigated back to profile page with the status as pending for all the transactions 
that were updated. 
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2.5 Update user details 
1. Login to EDI portal with valid user credentials following steps in 3.1. 
2. Click on My Account option from top right corner dropdown menu 

 

3. Account details should be displayed. Click on user’s name or Icon to open user details. Primary 
user can update his details as well as any secondary user that belongs to the same service 
center. 

 
  



Virginia Integrated Services Solution 
Version Date: 02/04/2022 

EDI Portal User Guide v2.1.docx 
Page 17 of 20 

 

 

4. User details will be displayed. Click on Edit button 

 
 

5. Title and phone number can be updated for any primary/secondary user. Edit the details and click 
on Save button. 

 
 

6. User details should be updated successfully, and message should be displayed. 
 

Figure 27: User Details Update Confirmation 
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2.6 Update password 
1. Login to EDI portal with valid user credentials following steps in 3.1. 
2. Click on change password option from top right corner dropdown menu 

 

3. Change Password screen will be displayed. Enter current password, New password and confirm 
password fields. New password and confirm password should match and must as per the 
password guidelines specified on the page. 

 

4. Password should be changed successfully, and Home button should be displayed 
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3 Appendix: Acronyms List 
The following acronyms are used in project documents: 

 
Acronym/Term Definition 
API Application Programming Interface 
CAQH CORE Council for Affordable Quality Healthcare Committee on Operating Rules 
CMS Center for Medicare & Medicaid Services 
COTS Commercial Off-the-Shelf (products) 
DCI Data Center Interconnects 
DMAS Department of Medical Assistance Services 
DSD Detailed System Design 
DTD Document Type Definition 
DMZ De-Militarized Zone 
EDI Electronic Data Interchange 
EPS Encounter Processing Solution 
ESB Enterprise Service Bus 
Ethernet/IP Ethernet Industrial Protocol 
HIPAA Health Insurance Portability & Accountability Act 
HTTP/S Hypertext Transfer Protocol (Secure) 
ICAM Identity, Credential, and Access Management 
IDG IBM DataPower® Gateway 
iPDU Identity Provider 
IIB IBM® Integration Bus 
IPSec Internet Protocol Security 
ISAM IBM® Security Access Manager 
ISIM IBM® Security Identity Manager 
ISS Integration Services Solution 
IT Information Technology 
LDAP Lightweight Directory Access Protocol 
MES Medicaid Enterprise System 
MFT Managed File Transfer 
MIP Module Integration Planning 
MIME Multipurpose Internet Mail Extensions 
MITA Medicaid Information Technology Architecture 
MLM Medicaid Lifecycle Management 
MQ IBM Message Queueing 
NLS National Language Support 
ODS Operational Data Store 
OLAP Online Analytical Processing 
OLTP Online Transactional Processing 
OPSS Operations Services Solution 
PBMS Pharmacy Benefit Management Solution 
PKI Public Key Infrastructure 
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Acronym/Term Definition 
POP Point-of-Presence 
PRSS Provider Services Solution 
QM Queue Manager 
RTM Requirements Traceability Matrix 
PUBSUB Publish Subscribe 
SAML Security Assertion Mark-up Language 
SFTP Secure File Transfer Protocol 
SI Systems Integrator 
SLM Service Level Monitoring 
SMTP Simple Mail Transfer Protocol 
SOAP Simple Object Access Protocol 
SP Service Provider 
SNIP Strategic National Implementation Process 
SSL Secure Sockets Layer 
ULM User Life Cycle Management 
VAMES Virginia Medicaid Enterprise System 
VPN Virtual Private Network 
WSDL Web Service Definition Language 
WSRR WebSphere® Service Registry and Repository 
XML Extensible Markup Language 
XSD XML Schema Definition 
XSLT Extensible Stylesheet Language Transformations 
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