
How to access 

your episode 

report 
Medicaid fee-for-service



Confidential and Proprietary  |  1

How to access your episode report for 

Medicaid fee-for-service episodes

This guide explains how to view and download episode reports via the MITS portal. The 

target audience is system administrators, who will have access to reports as they become 

available on a quarterly basis.  System administrators should share these reports with 

other individuals who may benefit from seeing and understanding these reports, as 

appropriate

Included within this guide:

▪ View notification of new episode reports

▪ Determine list of episode reports to view

▪ Open individual episode reports

▪ Download and save episode reports

View notification of new episode reports

1

Sign into the portal as you do now.  You will see a message on the homepage alerting 

you of any new episode reports that are available to view.  Click on the message row to 

read the message.

1
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How to access your episode report for 

Medicaid fee-for-service episodes

On the portal menu, click Reports.

1

2

1

From the Report drop down menu, select either:

▪ Episode reports summary data (PDF) only OR

▪ Episode reports summary data (PDF) and patient detail data (CSV)

Additional fields will appear.

2

Determine list of episode reports to view (a)
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Medicaid fee-for-service episodes

Determine list of episode reports to view (b)

3

4

5

Enter Date Available From and Date Available To if desired.3

Include or exclude files that you have viewed previously, using the drop down menu 

options YES and NO.
4

Select an episode report type that you wish to view, then click “>”.  Continue adding as 

many types as you wish.  Click Search.  A list of individual episode reports will appear.
5
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Open individual episode reports

1

Select a single row to view an individual episode report.1

Download and save individual episode reports

Right click on a single row and select Convert to PDF to save the file as a PDF 

document.  Select Export to Excel to save a CSV file as an Excel file.
2
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