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SECTION 1

e-RIN REGISTRATION INSTRUCTIONS

e-RIN Registration

@ DHS: Electronic Request for Recipient Identification Numbers (e-RIN) - Microsoft Internet Explorer provided by IDHS

File Edit “iew Favorites Tools Help |
Address I@ http: /Awwewr.dhe.state. il us/page. asprritem =32574

Illinois Department of Human Services i
mﬁ Gregory M, Bassi, Acting Secretary |w n ,En Espé

" Customers

Electronic Request for Recipient Identification Numbers (e-RIN)

) ) - ) ) Related Links
Below are links to the electronic process for requesting Recipient Identification Numbers (RINs). This electranic process

eliminates the current paper process for requesting a RIN. A simple registration as a user is required prior to requesting RINs » Becoming a Provider
electranically. » Centralized Repository Wault (CRVY
NOTE: If you are requesting a personal RIN for Child Support, please contact HFS Child Support Unit at 1-800-447-4273. » Contracts
. . . » Electronic Request for Recipient
Registration Instructions Identification Numbers (e-RIN)
+ £-RIN Registration Instructions - registers you as a user. » Forms
« 2-RIN Registration Instructions for Established Users ¢ 1 already have a DHS ID and Currently use FTP, RLM or S150nline) b Grants Alert System (GAS
» £-RIN Registration Instructions for Mew Users {1 DO MOT currently have a DHS IDY » Licensure & Certification
» Payments
Forms & Manuals » Procurement
+ Authorized Signature List (pdf) » Provider Freguently Asked Questions
(FAQ)

+ B-PIN User 10 Request Form {pdf
e B-RIN User Manual {pdf

-

Provider Information by Division
Reguest for Information (RFIs

Requests for Proposals (RFPs)
Reguests for Applications (RFAS) &

v v

Request a Recipient Identification Numbers

+ B-PIN Request - allows users to place the request for a RIN, Requests for Information (RFIs
. » Rules
e-RIN Password Assistance Procedures » Software
Send an email message to the CMS Help Desk technicians at CMS.HelpDeskdilinois.gov requesting that your password be reset. » Software Manuals
Your message will need to include your name, the name of your agency, your User 1D and a_phorje number you can be reached » Streamlined Auditing (HB 5124
at within the next 2 hours. Someone from the CMS Help Desk will then contact you and assist with the password reset. -
» Training

e-RIN Help Desk
Y¥ou can NOW reach DHS E-Rin Help Desk faster and easier via email at DHS . Webhits@ilinois.gov  and request a change in a DHS m

Social Services case e.g., change customer's last name, first name, DOB, SSN, address, or multiple RIN issue, Or if you prefer, » Mew e-RIN Password Assistance
wou can still reach us by dialing 1-800-385-0872 ar leave a message. Just include your FEIN number, Procedures (7/28/2011)

The above screen may be accessed by going to http://www.dhs.state.il.us/page.aspx?item=32575

and clicking on eRIN. If a Department of Human Services User ID has been established for

e-RIN, click on e-RIN Registration Instructions for Established Users, otherwise click on

e-RIN Registration Instructions for New Users for instructions on establishing a DHS User ID.
Click on e-RIN Registration Instructions for both options.



http://www.dhs.state.il.us/page.aspx?item=32575

1.1 e-RIN Registration Instructions

m Illinois _
DA Department of Human Services

e-RIN Registration Instructions

The e-RIN registration process depends on whether or not you have already established a DHS user 1D, If you have been given
access to systems such as FTP, RLM or SISOnline then you have already established a DHS ID and simply need to request for
access to e-RIM, Otherwise, you need to submit a form with your hand-written signature reguesting for an ID and route it
through the approval process, Click the corresponding link below for the proper instructions:

I already have a DHS 1D (Currently use FTP, RLM or SISOnline)
[ D3 MOT currently have a DHS 1D

This screen will be displayed when e-RIN Registration Instructions has been selected on the
previous screen. If a DHS User ID has previously been established, click the first line of text
to display e-RIN registration instructions for established users.

If a DHS User ID has NOT been previously established, click on the second line of text to
display e-RIN registration instructions for new users.



1.2 e-RIN Reqistration Instructions for Established Users

m Illinois
NI Department of Human Services

Since you have already established a DHS ID and have signed the necessary forms to obtain your DHS ID you
simply need to send an email to DolT.ROCS@&illincis.gov with the subject as "e-RIN Registration” and provide the
information below. Once your request has been completed you will receive an email confirming your registration
and providing you with instructions on accessing the system for the first time.

If you have any questions please email JoLee Edwards at DoIT.ROCS@illinois.gov

Provider FEIN
Provider Satellite
Provider Name

DHS User ID

User First Name
User Last Name
User Phone Number
User Email Address

DHS Website | CMS Website = State Website

When “I already have a DHS ID” was selected from the e-RIN Registration Instructions screen,
the above screen will be displayed. Submit the above information to DolT.ROCS@illinois.gov
to request access to e-RIN. When a DHS User ID has been assigned, an e-mail notification will
be returned.



mailto:DoIT.ROCS@illinois.gov

1.3 e-RIN Regqistration Instructions for New Users

m Illinois
N Department of Human Services

Since you do not currently have a DHS 1D established you will need to complete, sign and route an e-RIN User ID
Request Form, which is available by clicking the first link below. The submission of this form will establish a DHS
ID and also grant the needed authorization to access e-RIN. The second link below is a list of the corresponding
DHS personnel who have signature authorization in which to route the e-RIN User ID Request Form. This process
is the same as the FTP approval process for those providers who have signed up for FTP access.

If you have any questions please email JoLee Edwards at DoIT.ROCS@illinois.gov

e-RIN User ID Request Form
Authorized Signature List

DHS Website ' CMS Website = State Website

When “Do Not currently have a DHS ID” was selected from the e-RIN Registration
Instructions screen, the above screen will be displayed. If you do not currently have a DHS ID
established the request forms may be found on the first link “e-RIN User 1D Request Form”.
Complete the request forms and submit to the appropriate person which can be found under
“Authorized Signature List”.



SECTION 2

e-RIN LOGIN

4 Login - Microsoft Internet Explorer provided by IDHS

File Edit Wiew Favorites Tools  Help

Address I@ https /A clinicalnet,dhs state.ilus/e_rinfauth/login.asp

DS, (linois
AR Department of Human Services

The above screen will be displayed when e-RIN Request is selected on
http://www.dhs.state.il.us/page.aspx?item=32574

Enter the assigned User ID and Password and click on Login. NOTE: This ID and Password
is the same ID and Password that is used for FTP processing and SISOnline.



http://www.dhs.state.il.us/page.aspx?item=32574

2.2 e-RIN Menu

'@ e-RIN - Microsoft Internet Explorer provided by TDHS

File Edit View Favorites Tools Help

Address Ia https:/fwww clinicalnet.dhs state. il us/e_rinprov/index. asp

m Illinois
@ AL Department of Human Services

@ Request New RIM

@ view RIN Requests Assigned/Confirmed by DHS

@view all Pending RIN Reguests

@ Search e-RIM Reguest System

@ Update My Caontact Information

@ Change My Password

@ Quick Start User Manual {(pdf)

@ Logoff

Request New RIN - This option is used to submit a request for a new RIN.

View RIN Requests Assigned/Confirmed by DHS - This option is used to view pending RIN
requests that have been assigned or confirmed by DHS and have not been marked as viewed by
the provider, referred to as “Not Viewed”. This is where the RIN would be displayed that
should be used for billing.

View all pending RIN Reguests - This option is used to view all pending requests to ensure all
have been submitted that were needed.

Search e-RIN Request System - This option is used to display all submitted RIN requests.
e-RIN requests can be searched by a date frame and sorted several different ways for historical
reporting.

Update My Contact Information - This option is used to view or update passwords, phone
numbers or e-mail address/PIN #.

Change My Password - This option is used to change the password. Passwords MUST be
changed at least once every 30 days.

Quick Start User Manual (pdf) - This option contains the online e-RIN System Manual for
display or printing.




SECTION 3
CHANGE MY PASSWORD/UPDATE CONTACT INFO

3.1 Change My Password

[—
Change MVS Password
Tou can change your current MV password by keymg the required information below and submutting the change request.
Tour MVS TTzend: I
Tour OLD Password: I
Your WEW Password: I
Ee-type WEW Password: I
Change Password Now |
The Shadow OS300 Web Server, Fersion 04.08.01
[~

This screen is displayed when Change My Password is selected from the Main Menu. It is used
to change your current password. Passwords MUST be changed at least once every 30 days.

This is a generic “Change Password” screen for all DHS system users. It is not only used for
e-RIN. The terminology and acronyms are very generic. MVS is the type of system that DHS
uses and is a general term. As a provider, you could think of MVS as “DHS”.

With that in mind enter your MVS (DHS) User ID, Old Password and your New Password
(twice). Below are the requirements and rules for passwords:

1. Must be six to eight characters in length.

2. Cannot contain a three letter month abbreviation (JAN, FEB, etc).

3. Cannot have been used within the last ten password changes.
Once all of the information above has been entered , click on Change Password Now.

NOTE: Changing your password for e-RIN will also change the password for
SISOnlineand FTP.



3.2 Update My Contact Information

DHSTI034 19 APR 2005

User Information

| want to visw/update my infarmation for: | Password PromptReply =]

Subrnit Close Window |

Prior to using e-RIN it is suggested to verify/update your Contact information with DHS. This
information is used should there be any problems with processing an e-RIN request.

The screen is displayed when Update My Contact Information is selected from the Main
Menu. It is used to view/update Password Prompt/Reply, Phone Numbers or e-mail
Address/PIN #. Select the appropriate choice using the drop down menu and click on Submit.



3.3 Update My Contact Information - Page 2

User information

Enter PROMPT and REFLY only if no one can see your entry

FPROMPT will be the guestion you be asked when you need a password reset

E. G. What iz my

mother's maiden name?

REFLY is the response that you should give to the prompt

E. G. Smith

password REPLY:

Update | Choose Another Queny

password PROMPT: I

Close Winclow

The above screen is used to submit a question/answer that you may be prompted to supply

should a password reset be needed.




SECTION 4
E-RIN REQUEST FORM

4.1 e-RIN Request Form

Please provide as much correct information as possible;
this will help us avoid multiple RIN creation.

f= Required Field

e

Last Name:
First Name:

o

Date of Birth: WU | (mmy/dd/yyyy)
Gender: O male O Female”

S5N: | H H |==

m Cancel

This screen will be displayed after Request New RIN is selected from the Main Menu. It is
used to submit a request for a RIN. Fields marked with an * are required fields and must be
entered to process the request. The Social Security Number may be entered as all zeros if
unknown. Click on OK to process the request.

-10



4.1 e-RIN Request Form - Continued

#u¥ Client Found %%
This client already has a RIN and DHS Social services formerly known as Package B.
There is no need o continue with this request, Flease use the RIN highlighted below and dick OK. If you feel you have reached
this sareen In error or have questions, please contact the DHS Call Center, You may want to print this screen for your records.

RIN: 965402258

Request Information Client Information on Flle
il

Last hame: Doe DOE

First Mame: John JOHMN
Cate of Birth: 01,/01 /2001 1/1 /2001
Gender: M M

S5N: O00-00-0000 -

This screen will be displayed when a RIN has been assigned previously to this client. Please use
the RIN provided and click on OK.

-11



4.1 e-RIN Request Form - Continued

Please prownde as much comect information as possible;
thus wall help us avoed multple RIN creastwon.,

If the person s under 18 years oid,
Piease name the Responsble Adult in Comments.

- = Required Field

Agancy Chast [D: [ |

Lust Name: ReaTng

Firs® Mame: mang

Diakw of Birth: g1 F0 p2005 T (mmdddivyyy)

Gender: * Malke  Female

Streat Address: If Homadass. plaase note in Commants.

Cay: |

State: LT

Zipe :U_‘ﬁ

Courty: Unkoowen |

Existing RIM:

S5 o0 00 -0k "

What tyze of service is baing provided bo tha customer at thia time? | w
(250 character Limit)

Commants:

OC [ Cocd |

This screen will be displayed after a request for a RIN has been submitted. Fields marked with
an * are required fields and must be entered to process the request. The Social Security Number
may be entered as all zeros if unknown. Comments may be entered pertaining to the request such
as “Not sure if the birth date is correct”, “The last name may have a different spelling”, etc.
Click on OK to process the request.

The system will check for duplicates. Depending on the number of multiples, different screens
will be displayed. A request may be considered a duplicate if a match is found on any of the
following; Agency Client ID, Social Security Number or a combination of Client Name, Date
of Birth and Gender.

If only one duplicate record is detected the “Duplicate Request Found” screen will be displayed
listing the previous request on file and the current requested information.

If more than one duplicate record is detected, the “Duplicate Requests Found” screen will be
displayed listing the multiples.

-12



4.2 e-RIN Duplicate Request

*#w puplicate Request Found ** %

An e-RIMN request diready exists with the same Last Name, First Mame, DOB and Gender for your agency. Listed below is the
duplicate request found, This process can no longer be overridden. Please dick “Cancel" to cancel this request. IF you have
questions please contact the DHS Call Center.

Request Information
Agency Client ID:
Last Mame: Testing
First Marmee: Testing
Date of Birth: O1/01,/2000
Gender: F
Street Address:

: Springfield
- L

62701
LrikPicwn
S5M; LB ]

What type of service s being
provided to this customer at this Developmental Disabilities
time?

This screen is displayed when only one duplicate is found. A Short description is given with the
duplicated fields highlighted. Determine if the information is actually a duplicate request and
click Cancel. Otherwise, click Back to make changes to your request.

-13



4.3 e-RIN Request Confirmation

Agency Client 10:

Last Marns: Doe

First Marme: Jane

Date of Birth; 02/132/1999
Gender: F

Sireet Address:

City: gpringfield
State: IL

Zip: 62701

County: Unknown

Existing RIM:

55N OO0-00-0000

What type of service is baing

provided to this customer at this Developmental Disabilities
nirme?

Comments:

This screen will display a confirmation of the request. If an error is found in the requested
information click on Back to return to the previous screen or Cancel. When all information has
been confirmed, click on Submit Request to submit for processing.

-14



4.6 e-RIN Request Successfully Submitted

=¥ % pedquest successfully submitted - 4/7/2015 Bi36:31 AM *+*

Agency Client ID:

Last Mame: Doe

First Mame: Jare

Date of Birth: OZf13/1999
Gender: F:

Street Address:

Clty: Springfizid
State: L

Zip: 62701
Coaunty: Unkriown
Existing RIN:

S5 e Co0= 0000
What type of service is being

provided to this customer at this Developrmental Disabities

This screen will be displayed confirming the request has been successfully submitted and the
date and time of the submittal. You may print this screen for your records. Click on Request
Another RIN to return to the e-RIN request form to enter another request. Otherwise click Exit
to Menu.

-15



SECTION S
VIEW RIN REQUESTS

5.1 View RIN Requests Assigned/Confirmed by DHS

Completed RIM Reguests that have not been viewed: 2

Client Name Agency Cllent Id Drate,/ Time Completed

47 f2015 8:50:35 AM
472015 9002105 AM

This screen will display all pending or “Not Viewed” RIN requests and the date and time of
completion. Click on the Client’s name to display the assigned RIN along with the requested
information and any discrepancies with Department of Human Services data.

-16



5.2 e-RIN Confirmation

ASSIGMED RIN ---> 123456789 Medicaid Screening Suggested
DHS Social Services established
[ Mark as viewed

Request Information Discrepencies with DHS Data
Agency Client 1D

Last Mame: Coe
First Mame: Jane
Cate of Birth: 2/13/1999

Gender: F

Street Address:

City: Springfield
L

State:

Zip: 562701
County: Unknown
SEN: 000000000
Agency Comments:

CHS Comments:

The “Assigned RIN” is the RIN to use for billing DHS.

When “Medicaid Screening Suggested” is displayed in the top right hand corner of the screen,
this is an indication that the client is not Medicaid Eligible and a Medicaid Screening is
suggested to verify whether this client could receive Medicaid benefits.

Once your system has been updated with the correct RIN, check the box labeled “Mark as
Viewed”. Checking this box does two things:

1. Removes the client from your “Not Viewed” list, which is accessed by clicking “View
RIN Requests Assigned/Confirmed by DHS” from the main menu.

2. Freezes the request so no other changes can be made by the DHS Call Center. The
Call Center can make changes to any requests until it is marked as viewed by the
provider.

On the left hand side of the screen is the request information supplied by the provider. On the
right hand side of the screen are any noted discrepancies with DHS billing data.

NOTE: Last name, first name, gender and date of birth discrepancies could impact billing.

Please make all noted changes or follow up with the DHS Call Center to resolve all
discrepancies.
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SECTION 6

VIEW/SEARCH RIN REQUESTS

6.1 View all Pending RIN Reguests

Mumber of Requests pending: 4

Date/Time Submitted

Duck , Donald 47 2015 1004557 AM
Mouse , Minnie 4/7/2015 10:48:38 AM
Mouse , Mickey 47 2015 10:48:34 AM
Testing , Testing 4/7/2015 B:58:14 AM

Mail CMS Intranet CM site  State W

This screen will be displayed when View all Pending RIN Requests is selected from the Main
Menu. This will list all pending requests to ensure all have been submitted that were needed.



6.2 Search e-RIN Request System

Enter Search Date Range: (limited to 31 days)

From 14 o Jems Tofua foa | femis Refresh

Select Search Criteria:
@ all Request © Viewed Reguest Only

Sort By:
@ Last Mame 0 Date/Time Submitted

MNumber of Requests between 04/08/2015 and 04/08/2015: 2

Assigned RIN Date/Time submitted

Duck , Daffy 4/8/2015 7:28:07 AM
FPoppins , Mary 4/8/2015 7:27:02 4M

Sulmit Exitta benu

This screen will be displayed when Search e-RIN Request System is selected from the Main
Menu. Enter a date range of no more than a 30 day period. The selection may be for all requests
submitted or just for requests which have previously been marked as viewed. The records may
be sorted by Last Name or Date/Time Submitted.



