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 AHCA and DCF Coordination of Newborn Process

 DCF Customer Call Center Process 

Inquiry Newborn Spreadsheet 

FLORIDA System Updates

 Opportunities for Improvement on Provider Request

Newborn Activation Process: Overview



AHCA and DCF Coordination of Newborn Process 
http://www.fdhc.state.fl.us/Medicaid/Newborn/index.shtml

Three DCF Customer Call Centers 

serving six regions:

Jacksonville Customer Call Center 

Tampa Customer Call Center 

Miami Customer Call Center 

http://www.fdhc.state.fl.us/Medicaid/Newborn/index.shtml


Provider Inquiry Newborn Spreadsheet
If the mother is :

• Pregnant

• Medicaid eligible, and 

• the unborn child does   

not have a number

Also used to:

• Activate newborn coverage

• Request missing information

• Resolve issues concerning 

incorrect demographic 

information

The Provider e-mails:

Provider Inquiry Newborn 

Spreadsheet (password protected)

To the appropriate DCF Customer 

Call Center

http://www.fdhc.state.fl.us/Medicaid/Newborn/Word_Excel_Files/Prov_Inquiry_for_Newborns_100722.xls
http://www.fdhc.state.fl.us/Medicaid/Newborn/Word_Excel_Files/Prov_Inquiry_for_Newborns_100722.xls


Provider Inquiry Newborn Spreadsheet : 

DCF Process
DCF Staff:

• Establish a password to protect 

the Spreadsheet 

• Review and Complete 

Spreadsheet

• Update FLORIDA system 

• Submit the Spreadsheet

Return via e-mail 

Return within 5 work days

* Note: DCF Job Aid provides 

detailed information on process



How to complete the Provider Inquiry Newborn Spreadsheet :

1. Baby’s Name: Enter the Newborn’s name 

2. SSN/DOB

3. Application for SSN Submitted (Y/N): Enter Y or N if known

4. Mother’s Name/SSN/DOB: Enter the mother’s first and last name, SSN, DOB, 

and Medicaid ID number

5. DCF Comments: DCF Call Center staff enter information 

1. 2. 3. 4. 5.



Provider Inquiry Newborn Spreadsheet : 

DCF Process example 

Mother’s Name: Janet Jones

SSN missing

No DOB 



DCF : Name look up in FLORIDA System  

Multiple Janet Jones in the FLORIDA system make it hard to find the correct 

case to ensure the newborn is activated.



DCF: Add Newborn to FLORIDA System

DCF staff must: 

• Complete provider spreadsheet

• Activate newborn in FLORIDA 

System

• Check FMMIS 



 Information Required on Spreadsheet;

Complete information on the Mother 

First and last name, DOB, SSN

(not just the name)

Multiple requests for the same child

Allow time for DCF response

 Births reported and mother not known to be pregnant

Opportunities for Improvement on Provider Request



Questions?
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