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What is PassPORT? 
PassPORT is a free web portal developed by Transdev to support the Non-
Emergency Transportation Services Prior Authorization Program of Illinois, 
directed by the Illinois Department of Healthcare and Family Services (HFS). 

Long term care facilities, dialysis centers, and NET Providers use PassPORT to

View approved, denied, and pending prior authorization requests that are stored in the ADEPT system. 

Submit single trips and standing prior authorizations (SPAs) online.

Creating a New Account 
If you do not yet have a PassPORT account, follow the steps below to 
create one.

1. Open your internet browser.

2. Navigate to https://www.ft-passport-il.com/.

3. Click Request a New Account.

4. 	��Enter your name, phone number, email address and provider type.
Once you select a Provider type, enter your Medicaid Provider ID.
This is the 12-digit number you use to bill Illinois Medicaid.

5.	� Click Submit Request.
You will receive login instructions by email.
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Logging into PassPORT 
1. Open your internet browser.

2. Go to https://www.ft-passport-il.com/.

3. Log in using your username and password.

4. The first time you log on to PassPORT, you must review and accept the Terms of Use.

5. 	�A successful login brings you to the welcome screen.
Click Proceed to Passport to advance to the PassPORT home page.

For security, PassPORT automatically logs you out after a period of inactivity.  

If you forget your Password or need help, email US-ilpassport@transdev.com. 
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NET providers and long-term care facilities see: 

Trips by RTN

Trips by Date

Trips by Client

Enter Trip 

Dialysis Centers have the same options, plus Renew Trip and Renew by RTN. 

The Home Page 
The Home page contains links to the latest news, policy updates, HFS, and 
the PassPORT User Manual. (For additional info, visit www.netspap.com)

Search Trips  
Hover over the Trips tab at the top of the page to see additional options. 
The options available to you depend on the type of provider you represent. 

https://transdevhealthsolutions.com/netspap/
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Trips by RTN (Request Tracking Number)  
Look up a single request by its Request Tracking Number (RTN), a number assigned by Transdev when the 
request enters the system. The RTN is all numeric. NET Providers can only see requests assigned to their 
specific NET Provider Medicaid ID. 

Follow these steps to search for trips by RTN. 

1. After logging in, hover over the Trips tab and the Trips menu appears.

2. Select Trips by RTN and enter the RTN where prompted.

3.	� Click Continue.
The Billing Detail screen loads, typically in a new window or tab. All trips
under the RTN number searched appear.  See Appendix A for instructions
on how to read this screen.

4. 	�Click Trip Detail to open details in a different window or tab. See Appendix B for how to read this screen.
To print these or any other screens: Click File in your Internet browser window, then click Print. The
screen prints to your default printer. Close windows or tabs at any time by clicking on the “X” button in
the upper right-hand corner.

Trips by Date  
Look up trips for a single date or date range. NET Providers will only be able to 
see requests assigned to their specific NET Provider Medicaid ID. 

1. Hover over the Trips tab and select Trips by Date.

2. Select a Trip Type.

3. 	�Enter beginning and ending dates
to review. Searches are limited to
one calendar week.

4.	� Select a Trip Status.
Note: Choosing All shows
approved, denied and trips
pending HFS authorization.

5. When your search terms are set,
click Continue.
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A comprehensive Trip Detail screen opens in a new window or tab. Trip information displays in ascending RTN 
order, meaning the earliest requested RTNs are listed first. This feature helps you identify RTNs that may have 
been previously approved but are now denied. Pending requests are reported after denials. 

See Appendix B for further instructions on how to read a Trip Detail screen. 

Trips by Client
Search for a Recipient ID Number (RIN), the nine-digit number assigned by HFS to each Participant.

1. 	�Hover over the Trips tab
and select Trips by Client.

2.	� Enter the Recipient ID
Number.

3. Select the Trip Type.

4. 	�Enter a beginning
and ending date. The
difference between begin
date and end date cannot
exceed 31 days.

5. Select a Trip Status.

The Billing Detail screen 
opens in a new window or 
tab. See Appendix A for 
instructions on how to read 
this screen. 
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Entering Trips 
To enter single trips and recurring/standing prior authorization requests, 
hover over the Trips tab and select Enter Trip. Trips details are collected in 
three steps, with each step making up one part of the online form.

Step 1: Enter Participant and Provider Details  
The Requesting Person’s Name and Requesting Organization fields are entered automatically with your 
account information. These fields are non-editable.

Complete the remaining fields. Keep these tips in mind: 

	�When entering a call back number, please enter the most direct number to reach you, the 
requesting user. 

	�Enter the Recipient Identification Number (RIN) and Participant’s name exactly as they 
appear in the HFS system. 
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Trip Frequency: 

• 	�Recurring trips are single RTN requests going to the same medical facility two or more times per month.
Submit requests two or three times per month with a single Trip Reason, like “ORTHOPEDIC PROBLEM.”
These will be processed as a Single Trip Request.

• 	�Recurring trips going 4 times or more per month to the same medical facility are considered and
processed as Standing Prior Authorizations (SPAs). See the next section for SPA request information for
help entering these requests correctly.

Trip Type: For round trips, be sure to enter the approximate return time. 

	�Trip Reason: When selecting a Trip Reason, pressing the first letter of the desired trip reason takes you to that 
selection in the list. If the specific diagnosis is not available, or to find out which is the best reason to use for a 
particular trip, email US-ilpassport@transdev.com. Be sure to select the correct reason for all Standing Prior 
Authorization (SPA) requests. 

Entering A Standing Prior Authorization (SPA) 

Recurring trips going four times or more per month to the same medical facility are considered and processed 
as Standing Prior Authorizations (SPA). If the SPA is for any of the below reasons, the appropriate SPA Trip Reason 
should be selected in the Trip Reason field: 

Standing Order-Aqua Therapy

Standing Order-BHS

Standing Order-Chemotherapy

Standing Order-Dialysis

Standing Order-Occupational 

Standing Order-Physical Therapy

Standing Order-Radiation Therapy

Standing Order-Speech

SPAs for any other reason begin with “T-“ and should be selected from the pull-down menu in the Trip Reason 
field. 

If no appropriate reason is available, fax a paper SPA form to Transdev. The form is available at NETSPAP.com/
forms. These requests must be processed as a Departmental Override. 

1. 	�Two or more requests for physical therapy, occupational therapy, speech therapy, aqua therapy, and
group psychotherapy are considered SPAs and will be processed as such.

2. Recurring trips that are a continuation of a SPA will be processed as a SPA.
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See Appendix C to review a current list of Trip Reasons available for both single and returning trips. 

Questions about entering trips? Call Transdev’s NETSPAP provider line at (866) 503‐9040. 

When all fields are completed, click Next. If 
any of the required information is missing, 
an error message appears in the bottom 
left hand corner of the screen. 

Correct the information before proceeding.  

Step 2: Provide Trip Details  
The Location Name, Phone, and Pick Up Address fields all default to the Recipient’s information, based on 
HFS files. Change this information as necessary.  

1. 	�If the Participant is traveling on
the same day to another medical
appointment, select Yes where
asked. Be sure to enter the details
of the other medical transportation
where requested.

2. 	�Enter the correct medical provider’s
name and phone number so the
appointment can be easily validated.

3. 	�When entering the Destination
Address, use the search function
by typing the first few letters of the
city name and clicking Search. State
will populate automatically based
on the city you select. Enter the
appropriate ZIP code.

4. 	�When “Hospital Discharge” is
selected as the Trip Reason, the
pickup and destination information
in the form will flip. Edit fields
as needed to reflect accurate
information.
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Step 3: Enter Service Details  
The Location Name, Phone, and Pick Up Address fields all default to the Recipient’s information, based on HFS 
files. Change this information as necessary.

Choosing the correct Origin/Destination Codes 

Use the following guidance to choose the appropriate origin/destination codes: 

      Residence: Home, long term care, shelter or any facility that is not a medical facility. 

      Medical Service: Non-hospital appointments where no specific doctor is seen.

      Physician: Appointments with a specific doctor, whether at hospital, clinic or private practice.

      �Hospital: Hospital visits when not seeing a specific doctor, including MRI, radiology, lab, chemo/radiation, 
outpatient/inpatient treatments, and so on. 

	�Specify the category of 
service and enter the 
company name.  
If you enter the first few 
letters of the desired NET 
Provider in the text box 
and click Search, the city 
and phone number display 
to help you differentiate 
between similar names 
or service areas. If your 
desired NET provider 
does not display, reduce 
the number of letters you 
searched for, and confirm 
that you have selected the 
appropriate Category of Service.

	�Under Additional Information, select the attendants, if applicable. Oxygen/Supplies will only be viewable for 
ALS and BLS transportation requests. 

	�Enter Trip Notes. Include only information Transdev needs to complete the transportation adjudication. 
Information should substantiate the need for the category of service requested, and any additional 
information requested. 

	�If this is the first time request, remember to provide First Assessment information, or contact Transdev to 
perform this assessment over the phone. 

When all the fields have been entered correctly, click Next. 
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Step 4: Review and Submit  
Verify all of the information entered in 
the previous three steps. If changes are 
needed, click the edit button for that 
section. When all information is correct 
and complete, Click Proceed to Confirm. 
An agreement statement loads. 

Read the agreement and click on the 
check box next to “I have read and 
understand this agreement.” Click Save to 
finalize the request. The Save button will 
not be available until the box has been 
checked.

The Trip Confirmation or Trip Detail 
screen appears. Print if needed for your 
records. See Appendix B for details on 
reading this screen. 

Renew Trip/Renew by RTN  
Dialysis facilities can renew dialysis standing orders entered through 
PassPORT if all the information in the previously approved request remains 
the same and no corrections are needed.

In the toolbar, hover over Trips 
and Select Renew Trip or Renew 
by RTN as needed.
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Appendix A Reading the Billing 
Detail Screen
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Appendix B Reading the Trip 
Detail Screen   
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Appendix C Trip Reasons:
Single Trips
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Appendix C Trip Reasons:
Single Trips

Continued
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Appendix C

We empower freedom to move every day, thanks to safe, 
reliable & innovative solutions that serve the common good.

Trip Reasons:
Recurring Trips  

Continued




