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Usage Information 
Documents published herein are furnished “As Is.”  There are no expressed or implied warranties.  The 
content of this document herein is subject to change without notice. 

HIPAA Notice 
This Maine HealthPAS Online portal is for the use of authorized users only.  Users of the Maine 
HealthPAS Online portal may have access to protected and personally identifiable health data.  As such, 
the Maine HealthPAS Online portal and its data are subject to the Privacy and security Regulations within 
the Health Insurance Portability and Accountability Act of 1996, Public Law 104-191 (HIPAA). 

By accessing the Maine HealthPAS Online portal, all users agree to protect the privacy and security of the 
data contained within as required by law.  Access to information on this site is only allowed for necessary 
business reasons, and is restricted to those persons with a valid user name and password. 
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1. Introduction 
This User Guide shows you how to use the public web portal.  The public web portal offers 
information on: 

• Useful links 
o Office of MaineCare Services 

o Department of Human Services (DHHS) Region Offices 

• Home Documents 

o Publications 

• Home Lists 
o Announcements 

• Surveys 

• Contact Us 

• Site Map 

2. Your Computer 
To get the most out of the web portal, make sure that your computer has: 

• Reliable online connection 

• Web browser - The latest version of Microsoft Internet Explorer is recommended. 

• Adobe Acrobat Reader 

3. Home Page 
To get to the Home Page you must open Internet Explorer on your computer.  Once you open an 
Internet browser: 

1) Enter https://mainecare.maine.gov into the Internet browser address area. See Figure 3-1. 
 
 

 

Figure 3-1:  Internet Browser Address 

After you enter the web address, either press the Enter key, or click the Go button.  The Home 
page screen will then appear.  See Figure 3-2. 
 

Internet Browser Address  

https://mainecare.maine.gov/
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Figure 3-2:  Home Page 

3.1 Welcome 
The Home Page gives helpful information: 

• Office of MaineCare Services 

• DHHS Regional Offices 

• Contact DHHS 

• Community Resources 

• Public Notices and Announcements 

• Contact Information 

• Frequently Asked Questions 

• Surveys 

Note:  The information on this page will change sometimes. 

Tabs  

Links  

Member Link  

Provider Link  

Help  



Maine Integrated Health Management Solution 
HealthPAS Online:  Public Portal User Guide 

HPO_ONL_UG0027X_v2.0_20101122.doc Page 3 of 9 
Last updated:  11/22/2010 

3.2 Provider Tab or Link 
A Provider or Trading Partner may click the link in the middle of the screen or at the top for 
more information.  See Figure 3-3.   

 
Figure 3-3:  Provider Tab or Link 

For more information on what is available in the provider section follow the steps below: 

1) Click on Provider tab or link 

2) Click on Provider Manuals.  See Figure 3-4. 

3) Click on MyHealth PAS User Guides.  See Figure 3-5.  Note: This is only a sample list of 
the guides. 

4) Click on appropriate user guide for help. 

 
Figure 3-4:  Provider Manuals 

Provider Link  

Provider Tab  
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Figure 3-5:  MyHealthPAS User Guides 

3.3 Member Tab or Link 
A member may click the link in the middle of the screen or at the top for more information.  See 
Figure 3-6. 

 
Figure 3-6:  Member Tab or Link 

To see what is available in the member section follow the steps below: 

1) Click on Member tab or link 

2) Click on Member Documents.  See Figure 3-7. 

3) Click on Member User Guide. 

 
Figure 3-7:  Member Document 

Member Link  

Member Link  
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3.4 Home Useful Links 
The Home Useful link choices are: 

 
Figure 3-8:  Home Useful Links 

 

Home Useful choices give you contact and resource information. 

3.5 Home Documents 
The Home Documents choices are: 

 
Figure 3-9:  Home Documents 

 

Home Documents give you reading and training material. 

3.6 Home Lists 
The Home Lists choices are: 

 
Figure 3-10:  Home Lists 
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3.6.1 Frequently Asked Questions (FAQs) 
These are questions commonly asked by providers, trading partners and/or members.  See Figure 
3-11 for examples.   

 
Figure 3-11:  FAQs  

 

To see provider or member FAQs, go directly to the provider or member tab and click on 
Frequently Asked Questions. 

3.6.2 Public Notices and Announcements 
Public Notices and Announcements will be updated frequently.  See Figure 3-12. 

 
Figure 3-12:  Public Notices and Announcements 

3.7 Surveys 
To give feedback on the web portal, click on the Online Website Survey link: 
 

 
Figure 3-13:  OnLine Website Survey 
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To fill out the survey 

1) Click in the circle to choose your answer 

2) Type in your answer using the space 

3) When done, click the Finish button 

Note:  Use the scroll bar to move down the page. 
 

 
Figure 3-14:  Online Website Survey – New Item 

 

3.8 Contact Us 
The Contact Us links choices are: 

 
Figure 3-15:  Contact Us 

 

 
Figure 3-16:  Contact Us – Member 

Scroll 
Bar  

Type 
Answer  

Click 
Circle  

Finish  
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Figure 3-17:  Contact Us - Provider 

3.8.1 Email Us 
The Email Us screen will open up Microsoft Outlook.  You should close this screen by clicking 
on the X.  See Figure 3-18. 
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Figure 3-18:  Microsoft Outlook Email Screen 

 

Use your current internet provider, such as hotmail or yahoo.  Members should send an email to 
mainecaremember@unisys.com.  Providers should send an email to 
mainecareprovider@unisys.com.  

3.8.2 Site Map 
The Site Map a quick way to find important information.  Clicking the link will open up to that 
screen.  For example, clicking Contact Us link will open up the Contact Us screen. 

 
Figure 3-19:  Site Map 

mailto:mainecaremember@unisys.com
mailto:mainecareprovider@unisys.com
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