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All visitors to the NJMMIS 

website must accept the 

NJMMIS Terms of Use and 

Licensing Agreement(s) 

before being taken to the 

Home page 
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If you are the submitter’s primary 

account Administrator, you can 

create sub-accounts after 

successfully logging in using the 

“HIPAA Submitter Login” link.
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Primary Account/Administrator Sub-Account/User

• The first user account issued to the Submitter is the Primary

Account/Administrator.

• The primary account has all the functions of a sub-account plus

the ability to create and manage the sub-accounts.

• Only one person in the Submitter’s organization can be assigned

to administer the sub-accounts.

• Any number of sub-accounts can be created by the submitter’s

Administrator to allow other organization users access to secure

claim management options such as uploading file to the NJMMIS

portal.

• Sub-accounts must be unique for each individual within the

organization who requires access to the HIPAA submitter portion

of the NJMMIS website, in order to maintain accountability as well

as the organization’s compliance with HIPAA mandates.

• Every sub-account created by the submitter’s Administrator will

have identical access to secure claim management options such

as uploading and downloading files to the NJMMIS portal.

• The submitter’s Administrator will create all sub-accounts and

assign the  system generated account number.

• Each sub-account created will have a unique Username/ID.

• Each sub-account holder is responsible to maintain their account

including creating a strong password and security

questions/answers, and periodic resetting of password.

• The sub-account user will contact the Administrator for name

changes. i.e. marriage or divorce or when the account is locked

and requires a password reset.

Note:  In order to ensure patient information confidentiality, no user, whether administrator or sub-

account holder, shall share their password with anyone, within or outside their organization.
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To add a sub-account, the account 

Administrator will click the “HIPAA 

Submitter Login” link.
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The account 

Administrator will 

login entering their 

Username & 

Password.
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Upon successful  login, first 

time users will need to 

change the password 

originally assigned.
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Upon acknowledgement of 

password change

logon with new password.
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Upon successful  login, first time users 

will need to provide their email address 

to benefit from the automated 

notifications available on the website.
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Create a Challenge 

Question, Response & Hint.
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The submitter’s Administrator can 

create a new account by using the 

“Manage Sub-Accounts” link.
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Upon clicking this 

link, the box to the 

right will appear.

12
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The submitter’s Administrator can 

then enter a temporary password for 

the new sub-account holder, for initial 

access to the account, as well as 

identify the user of this sub-account.
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User ID: 1234567#0000

Upon acceptance of the 

information entered, the User 

ID of this sub-account is 

created. 
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Username First Name M Last Name

1234567#0000 firstname lastname

1

1234567#0000

When the submitter’s 

Administrator enters the 

Username, the account 

holder information will be 

displayed. 
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Username First Name M Last Name

1234567#0000 firstname lastname

1234567#0001 Jane A Smith

1234567#0002 William W Jones

The Administrator can see all 

existing sub-accounts 

clicking “Search”. 
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Username First Name M Last Name

1234567#0000 firstname lastname

1234567#0001 Jane A Smith

1234567#0002 William W Jones

Upon selecting a User Name, the Administrator can modify any information in 

the box on the right, including:

• Assign a new temporary password in cases where the account holder has

forgotten their password

• Enable or disable an account completely

• Change the name of the sub-account holder.
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Username First Name M Last Name

1234567#0000 Firstname Lastname

1234567#0001 Jane A Smith

1234567#0002 William W Jones

1234567#0000

Upon selecting a User Name, the Administrator can modify any 

information in the box on the right, including:

• Assign a new temporary password in cases where the account holder

has forgotten their password

• Enable or disable an account completely

• Change the name of the sub-account holder.



Gainwell Technologies Proprietary and Confidential 19

Username First Name M Last Name

1234567#0000 firstname lastname

1234567#0001 Jane A Smith

1234567#0002 William W Jones

1234567#0000

Upon creating a new sub-account, this 

box is automatically checked and is only 

accessed and visible to the Administrator. 

This box forces the newly created sub-

account user to change the temporary 

password assigned by the administrator.  
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Upon initial signing in by  new sub-

account user, the account holder will 

be prompted to create a Challenge 

Question, Response & Hint.
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Upon signing in to the newly created sub-

account, and entering the challenge question, 

response and hint, the account holder will be 

prompted to change the temporary password 

to one that will be different; this password 

should be kept private.
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Remember

• Protecting confidential patient information is everyone’s responsibility. Creating sub-

accounts holds employees accountable and keeps you in compliance with HIPAA rules

and regulations.

• Each new sub-account holder must change the temporary password assigned to them

initially, to a new password that they must keep confidential.

• Every user will be required to change their password every 90 days.

• You must log in to NJMMIS.com every 90 days to ensure your account remains active.

• Passwords must be a minimum of 15 characters, including one uppercase and one

lowercase letter, one number and one special character.

• Passwords can not be re-used in a 180-day period.

*** It is recommended that the organization’s privacy/security officer be assigned the 

responsibility of the Primary Account Administrator.



Thank you

Contact

NJMMISEDI@gainwelltechnologies.com

gainwelltechnologies.com

Gainwell Technologies

3705 Quakerbridge Road

Suite 101

Trenton, NJ 08619




