MassHealth Job Aid: Primary User Report

This job aid describes how a primary user generates and reviews a Primary User Report in the
Provider Online Service Center (POSC). This will give the primary user the capability to see who
has access to their Provider ID/Service Locations (PID/SLs), both currently and previously, as
well as what roles the user currently has.

Request Primary User Report
From the POSC home page:

1. Click Administer Account.
2. Click Request Primary User Report.
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3. Populate the providers (PID/SLs) you wish to see on the report. You have two options:
search for a particular provider, or highlight providers in the Available Providers box
and click the arrow to populate into the Selected Provider(s) box.
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4. Choose either Created and Linked View or End-Dated View. Created and Linked
View will show you the users who are currently linked. End-Dated View will show you
the users who were previously linked.

5. Enter the name of the report defined by the user.

Click Generate.

7. You'll receive a message that your report was successfully submitted. At that point, you
have the option to generate another report.
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Access Primary User Report
From the POSC home page:

1. Click Administer Account.
2. Click Access Primary User Report.

Health and Human Services Mass. /o N

=Tl
September 18, 2025 | Home [ memsers [provipers [miTiaTives [RecuLaTons [ dogout |

welcome NI » Mass.Gow Home + State Agencies + State Online Services

= MassHealth Provider Online Service Center (POSC)

Aocess Primany User Begort

= Home Sarvices

Primary Provider Report Retrieval

= Provider Saarch Chck Search o view Primary Provider Reports, search will also refresh results. Primary reports hawve an

> Manage Batch Files eapiration of 30 day=, after 30 days from the onset of repart generatan, the repont will be purged.

= Manoge Service authorizations

= Manoge Correspondence and
Reporting

= Manoge Members

- Maonoge Claims and Poyments

- Manoge Provider Information

4 Administer Account

= Manage Subordinate
Accounts

- Request Primary Use
Report

= Access Primary User
Report

= Reference Publicaticns
- MNews & Updates
= Reloted Links

E3025 Commonwealth of Massachuseits Acressibility Feedback Site Policies Contact Us  Help Site

MassHealth Provider Online Service Center3 of 5 JA-Primary User Report_2026-02



3. Click the Search button.
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4. Click on the “xIxs” link of the Excel report you want to open. Reports will stay available
for 30 days.
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