
 
 
 
 
 

 

How to View Letters in the Medicaid Self-
Service Portal  

A Medicaid Guide for the Online Self-Service Portal 

October 12, 2023



How to View Letters in the Medicaid Self-Service Portal | Revised October 12, 2023   1 

Contents 

Introduction .................................................................................................................................... 2 

Section 1 – Who can get Medicaid Letters in the Self-Service Portal? ........................................... 3 

Section 2 – How to Set Up an Account and Log into the Self-Service Portal ................................. 3 

Subsection 2.1 – How to Set up an Account in the Self-Service Portal ....................................... 3 

Subsection 2.2 – How to Log into the Self-Service Portal ........................................................... 5 

Subsection 2.3 – How to Link Your Medicaid Case to Your Self-Service Portal Account ............ 7 

Section 3: How Do I Choose to Get Electronic Letters in the Self-Service Portal? ....................... 10 

Section 4: How Do I View Letters in the Self-Service Portal? ....................................................... 13 

 

 

 

 

 

 

 

 

 

 



How to View Letters in the Medicaid Self-Service Portal | Revised October 12, 2023   2 

Introduction 

People who get Louisiana Medicaid have the option to view letters in the Self-Service Portal 

instead of getting paper copies in the mail.  

Below are some reasons why Medicaid may send letters:  

 To tell you when you have been approved or denied for coverage.  

 To tell you when it’s time to renew your eligibility.  

 To request information or proof of things like paystubs from a job.  

This guide explains how to sign up for and view letters in the Medicaid Self-Service Portal. 
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Section 1 – Who can get Medicaid Letters in the Self-Service Portal?  

To view letters in the Self-Service Portal (SSP) all of the following must apply:  

 You get benefits through Medicaid. 

 You have an account in the Louisiana Medicaid SSP. 

 You linked your existing Medicaid case to your account in the SSP. 

 You chose to receive letters electronically in the SSP.  

Section 2 – How to Set Up an Account and Log into the Self-Service Portal 

Before you can view letters in the Self-Service Portal (SSP) you must first create an account in 

the SSP.   

Subsection 2.1 – How to Set up an Account in the Self-Service Portal  

This section will guide you through the steps to create an account.  

Go to https://MyMedicaid.La.gov on your computer, mobile device or smartphone. If you 
already have an account, skip ahead to Subsection 2.2. The picture on your screen may be 
different from the one shown below. 
 
Make sure you are on the Public tab shown below. Click on the link labeled Login & Create 
Account. 

  

https://mymedicaid.la.gov/
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You will then see the Login or Create an Account screen.  
 

Follow the steps below. 

A. On the Login or Create an Account screen you will see a section called Create an 
Account and a link called Click here to create an account. Click on the word here. 

 
B. You will see the Create an Account screen.  

Step 1: Your Personal Information – Enter your name and email address. You will need 
an email address and access to that email. If you want to create a free email account, 
there are links on the page to websites you can visit. 
Step 2: Account Credentials – You will need to create your own user ID, password and a 
six-digit numerical PIN number. Be sure to save the user ID, password and PIN in a safe 
place. You will need them later. Note: DO NOT use your email address as your User ID.   
Step 3: Security Check – Enter the letters and numbers from the image on the screen to 
prove you are not a robot.  

C. Click the Create Account button. 
You will get an email from Medicaid asking you to click a link to finish creating your account. 
Click the link in the email to finish setting up your account. 
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When you click on the link, you are brought to a page that verifies that your account was 

updated successfully. 

 

Subsection 2.2 – How to Log into the Self-Service Portal 

After you create an account, you can log in. Go to https://MyMedicaid.La.gov on your 
computer, mobile device or smartphone. Make sure you are on the Public tab. Click on Login & 
Create Account. The picture you see on your screen may be different from the one below. 

  

https://mymedicaid.la.govo/
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Enter your User ID and Password, and then click Login. If you do not remember your User ID or 
Password, click the links that say, “I forgot my User ID” or “I forgot my Password.”  
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Subsection 2.3 – How to Link Your Medicaid Case to Your Self-Service Portal Account 

Many features in the Self-Service Portal (SSP), including viewing electronic letters, are not 
available unless you link a Medicaid case to your SSP account. If you have already linked your 
Medicaid case to your SSP account, skip ahead to Section 3.  

If you followed the steps in Subsection 2.2, you have logged into the SSP and should see the My 
Account Home Page. Click on Manage My Account. 

 

You will see the Manage My Account screen.  
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To link your Medicaid case, follow these steps:  

1. Scroll to the bottom of the screen to the section called Case Linking Information. For 
the question, “Would you like to link an existing case to your account,” select “Yes” 
from the drop-down menu.  

 
2. Provide the last name and date of birth for the primary contact person. Then, choose 

whether you want to provide a Medicaid Card Number/CCN, Medicare Number or Social 
Security Number. Enter the corresponding number. Then click Update Account. 

 

 

 

Note: Your Medicaid Card Number/CCN is on 
the front of your Healthy Louisiana card. 
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After clicking on Update Account you will see a screen that verifies that your account was 

updated.  

 

You have now linked your Medicaid case to your SSP account. 
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Section 3: How Do I Choose to Get Electronic Letters in the Self-Service Portal?  

Go to https://MyMedicaid.La.gov on your computer, mobile device or smartphone and log into 
your account. You will see My Account Home Page.  

 

Click on Manage My Account.  

https://mymedicaid.la.gov/
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You will see the Manage My Account screen.  

 

In the section called Update Your Notification Preferences, click the button next to Email. Then 

click on Update Account at the bottom of the screen.  

Note: There are other required fields on this page notated by asterisks.  
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You will see a message confirming that your account was updated.  

 

Click Next to go back to My Account Home Page.  
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Section 4: How Do I View Letters in the Self-Service Portal? 

After you choose to get letters in the Self-Service Portal (SSP), Medicaid will send an email any 

time there are letters waiting for you to view. You must log into the SSP to view the letters.  

Log into the SSP. See Subsection 2.3 – How to Log In for help with logging in.  

When you log into the SSP, the My Account Home Page will display.  

 

Click on My Documents. 

 

The My Mail screen will display.  
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The table at the bottom of the screen will show letters from the last 90 days.  

Click on View next to the letter you want to see. The document will open in a new window. 

When you finish reading the letter, click the X in the top-right corner of the window to close the 

document.  

To search for letters from a specific time period, enter dates in the From Date and To Date 

fields and click Search.   

Note: Only letters from the last 90 days are available in the SSP. Be sure to save or print the 

letters you want to keep for your records.   
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