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1 Acronyms 

The following table contains the list of abbreviations used within this document. 

Table 1 – Acronyms 

Acronyms Definition 

CBT Computer-Based Training 

DXC DXC Technology 

LMS Learning Management System 

MAO Medicare Advantage Organization 

MCO  Managed Care Organization 

PBM Pharmacy Benefit Manager 

PEP Provider Enrollment Portal 

PRMMIS Puerto Rico Medicaid Management Information System 

PRMP Puerto Rico Medicaid Program 

PSC Provider Secure Communication 
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2 Introduction 

NOTE: This guide is available in English and Spanish. To access the Spanish version, return to 
the Puerto Rico Medicaid Program (PRMP) Learning Management System (LMS) course that you 
downloaded this guide from. 

The PRMP LMS is web-based technology that delivers instructional and informational content in an 
organized format. As the Puerto Rico Medicaid Management Information System (PRMMIS) project 
progresses, additional training resources for the provider community and PRMMIS users may be added. 

Providers currently participating or seeking participation with the PRMP have access to written and video 
instructions to complete enrollment or revalidation through the Provider Enrollment Portal (PEP) and 
maintain ongoing communications through the Provider Secure Communication (PSC) website. 

Managed Care Organizations (MCOs), Medicare Advantage Organizations (MAOs), and Pharmacy 
Benefit Managers (PBMs) participating in the PRMMIS project can use the PRMP LMS to review 
relevant communications and documents. Additionally, they have access to the trainings for the provider 
community for reference. 

PRMMIS users include PRMP employees and supporting staff or vendors who use the PRMMIS or PEP 
to view, monitor, and maintain various aspects of how Medicaid is managed in Puerto Rico. The LMS 
includes navigational training for multiple functional areas of PRMMIS including Provider, Recipient 
(Member), Managed Care, Claims, and various reporting features. Additionally, the PEP Enrollment 
Review & Screening course includes training for how to use PEP to process provider enrollment 
applications. PRMMIS users also have access to all training materials relevant to the provider community, 
MCOs, MAOs, and PBMs. 
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3 Access Training Materials 

The PRMP LMS content is organized as Catalogs then Courses then Lessons then Sessions. Not all 
courses will have Lessons or Sessions. 

Catalogs display based on the Authorization Code that you entered during your PRMP LMS 
registration. Within each Catalog, available Courses display. You can enroll in available courses from the 
Catalog or click My Account to access courses that you are already enrolled in. Click GO next to 
courses listed in My Account to open the Course. Each Course includes Course Materials that can be 
downloaded and viewed. Additionally, many (but not all) courses have video Lessons. Lessons 
associated with instructor-led trainings will have Sessions with specific dates and times that require 
registration. 

3.1 Enroll in a Course – Course Catalog 

If you are not already enrolled in a course, you can enroll in available courses through the Course 
Catalog. Your Authorization Code determines the Catalogs that are visible in the Course Catalog. 

1. Once logged into the PRMP LMS, click the Course Catalog tab located on the menu bar. The 
Course Catalog page displays. 

 

2. From the Course Catalog page, click the Catalog that applies to the course that you are looking 
to enroll in. 

 

 

NOTE: Provider Enrollment Portal (PEP) training materials are included in Catalog: 
Provider Courses. 



Learning Management System (LMS) Access and Instructions 

Version 1.2 Page 4 
For Puerto Rico Medicaid Management Information System Use for the Puerto Rico Department of Health  

This document may not be used without the prior written permission by the Government of Puerto Rico 
© 2021 Gainwell Technologies 

3. The Catalog’s Courses tab displays. Click the title of the Course that you want to enroll in. 

  

4. The course’s description page displays. On the course’s description page, click the Apple 
(Enroll) icon that is located at the top-left of the page. 
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NOTE: If you are already enrolled in the course, you will see this message and may 
proceed to My Account from the link below the Apple (Enrolled) icon or from the 
menu bar. 

  

5. Once the Apple (Enroll) icon is clicked, a confirmation message displays below the icon 
indicating that the enrollment is successful.  

Access the Course by clicking the My Account link in the confirmation message to go to your My 
Account page and verify that the course is now listed in the Enrolled section of the page. 

  

3.2 Launch a Course – My Account 

Once you are enrolled in a course, launch the course from My Account. 

1. Once logged into the LMS, click the My Account tab located on the menu bar. The My Account 
page displays with a list of your enrolled and completed courses. 
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2. Click GO next to a Course title to launch the course’s description page. 

 

3. The course’s description page displays. Access the Course Materials or launch a video Lesson. 

 

 

NOTE: If there are Session dates and times associated with the Course, your 
scheduled times will also display in the list. The desk icon indicates that the session 
is in-person. The camera icon indicates that the session is web-based. 

 

Refer to the Select Training Session Date/Time section of this guide to add, 
reschedule, or cancel Session registrations. 

Click GO to launch 
video lesson. 

Click the 
document title 
to download 

and view. 
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3.3 Troubleshooting – Authorization Code 

If your Course Catalog is empty or if you cannot find a specific course that you want to enroll in  
through the Course Catalog page, it is likely because you do not have the Authorization Code 
necessary to access the course. 

If you believe that you should have access and have the correct Authorization Code for your group 
(Provider, MCO/MAO/PBM, or PRMMIS User), follow these instructions to update your Authorization 
Code. Your Authorization Code was included in official notifications or emailed to you; you should only 
use the Authorization Code for your group. 

 

NOTE: Changing your Authorization Code will not affect the other courses that you 
have already enrolled in or completed. 

In order to correct your Authorization Code for your user profile, you can perform the following steps 
without the help from an administrator or call center support: 

1. Go to My Account. 

 

2. Click the My Profile icon on the right of the My Account page. 

 

3. The My Profile pop-up window displays. Scroll down on the pop-up window until you find the 
Authorization Code field, then enter the correct Authorization Code. 

 

4. After entering the Authorization Code, scroll to the bottom of the pop-up window and click Save 
Changes. 

 

5. Refresh your browser and return to the Course Catalog to verify that your desired Catalogs 
display. Click on a Catalog to verify that your desired Courses display. 
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4 Select Training Session Date/Time 

Some courses will have in-person or web-based sessions available with an instructor. When enrolling in 
these courses, you will be prompted to immediately select a session after clicking the Apple (Enroll) icon.  

Future sessions display. More sessions may be added after your initial enrollment and you can change a 
future session selection to an alternate future session selection directly through your My Account page. 

 

How do I know when and where sessions are available? 

When enrolling in courses with future sessions, you will be automatically prompted to view and select an 
upcoming time.  

All dates and times can be viewed from the Event Calendar on the right side of your Course Catalog 
page.  
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What if I don’t know what date or time that I want to attend? 

If you select “I will choose later” when you enroll in the course, you can select a time later, but your seat is 
not guaranteed until you register. Since space is limited, we suggest that you select a session at the time 
of registration. Also, note that you will not be able to register for a web-based session once it has started. 

What if I need to change my selected session? 

You may change your registered session to any other future session; however, you may ONLY modify 
registration for future sessions. Once your registered session has passed, you will not be able to select a 
different time without additional administrative support. 

Therefore, be sure to attend sessions that you register for. If you need to cancel your registration, be sure 
to do it in the PRMP LMS prior to the start of the session. 

Can I go to more than one session as a refresher? 

You may review the on-demand video lessons as many times as you like. You may select up to one in-
person and one web-based session per course. If you are an administrator and wish to attend more 
sessions, please contact your dedicated support group with an explanation of why you are requesting to 
enroll in more sessions and which sessions you would like to attend. 

4.1 Modify Training Session Date/Time 

Scheduled Sessions that you have successfully registered for display in three places of My Account. 

Option 1: From My Account, click the GO button next to the Course title. Each scheduled session 
displays on the right of the course’s description page. 

 

Option 2: View sessions within the next week from the left. 

 

Option 3: All sessions of your scheduled sessions are available on your Personal Calendar on the right. 
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 Add Session to Enrolled Course 

1. From an enrolled course’s description page, if there are live sessions that you have not selected a 
session date and time for, the message below displays. This message is removed once a Session 
has been selected for all Lessons with times. 

 

2. Click the + icon to register for session times. 
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3. Select your desired Session time then click OK. 

 

 Reschedule or Cancel Session 

1. If you wish to cancel your current Session registration, click the red X icon to cancel the session.  

NOTE: Once the session date has passed, only administrators will be able to remove registrants.  

 

2. If you wish to reschedule your Session, cancel the Session registration as mentioned in the previous 
step, then refer to Add Session to Enrolled Course to add the Session you desire to register for. 

4.2 Completing a Web-Based Session 

1. To complete web-based sessions, click the green GO button, which will launch the URL linked to the 
web-based session. 

 

2. After you have joined the web-based session and the trainer marks the attendance, the lesson status 
will change to Completed. 
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5 Document-Only Catalogs 

You are automatically enrolled in relevant documentation catalogs. The following are the only two 
document-only catalogs: 

• PRMP LMS Help Resources Catalog includes instructions for using the PRMP LMS as well as 
technical help documentation. 

• MCO, MAO, and PBM Documentation Catalog is not visible to providers.  

 

NOTE: To access PEP training materials for the provider community, you will need 
to enroll through the Provider Courses catalog. 

1. Once you are logged into the PRMP LMS, click the My Account tab. 

 

2. Click GO next to the name of the type of documentation that you want to access. 
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3. Click the desired documentation from the Course Materials section. 

NOTE: The document will open in a new web browser tab or window, depending on your personal 
computer settings. You will be prompted to download the document before viewing it. 
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6 How to View/Print Certificates 

When a user has finished completing a course and wants proof that they have completed the course, they 
can view and/or print certificates from their account in LMS. To view and print a certificate, perform the 
following steps: 

 

NOTE: You must finish all the course’s Computer-Based Training (CBT) lessons 
and the corresponding course survey in order to complete the course and receive a 
certificate 

1. Go to My Account. 

 

2. If you have any certificates available, a My Certificates panel will be viewable on the left of My 
Account page. Click the name of the certificate to view it. Click Print to print your certificate.  

NOTE: In order to view/print certificates, the Flash Player functionality is required. 
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7 Contact Information 

If you need technical troubleshooting support, go to the Course Catalog page and click Catalog: PRMP 
LMS Help Resources. Download and follow the help resource instructions. 

 

If you require further assistance with accessing course materials in the PRMP LMS or with your PRMP 
LMS user credentials, contact the appropriate support group. 

For MCOs, MAOs, and PBMs: 

PRMMIS EDI Help Desk 
Phone: 1-833-209-8326 
Email: prmmis_edi_support@dxc.com 

 

For Providers: 

Provider Enrollment Unit Contact Center 
Phone: 787-641-4200 
Email: prmp-pep@salud.pr.gov 

 

For PRMMIS Users: 

Submit Request: https://www.surveymonkey.com/r/CX2TKFS 

mailto:prmmis_edi_support@dxc.com
file:///C:/Users/esilva42/Documents/PR%20TW%20Assignments/prmp-pep@salud.pr.gov
https://www.surveymonkey.com/r/CX2TKFS

