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1 Introduction

The demographic maintenance tool on the ForwardHealth Portal allows providers to securely,
efficiently, and conveniently update provider information, such as addresses and financial
information, with fewer data entry mistakes.

When a provider updates information using the demographic maintenance tool, in most cases,
C2N¥B I NRI f K AYYSRAFGSt @& dzLJRFGSa GKS LINRPOGARS
business practlces. Informatlon that cannot be immediately updatednsiafly verified, which

may take additional processing time.

1 Introduction 1
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2 Access the Demographic
Maintenance Tool

1. Access the Portal atww.forwardhealth.wi.gov/

wisc onsin gov home sote ogencles whject directory depodment of health servic es

ForwardHealth

Wisconsin serving you

Welcome » February 8, 2022 12:51 PM
b

v o Login
Providers Members
L der-specific Reso! Welcome to the ForwardHealth Portal * Find 3 Provider
* Become a Provider
¢ Fee Schedules COVID-19: Fory

onsin Administrative Code Partners

ardHealth Enr t Data « Find 3 Provider

ForwardHealth System Generated Claim Attention: The information included on the ForwardHealth Portal is not intended for ¢ Related Programs and Services
¢ Adjustments members enrolied or looking to enroll in Wisconsin Medicald programs, Refer to the 9

« Health Care Enrollment Repartment of Health Services website for member-specific information. .

ess Enroliment for Children

ess Enroliment Change Request

der Revalidation * Waiver Agencies

liment Trackin:

* Bed Assessment e

Medication Therapy Management Case i A Trading Partners
« Management S e E % t‘;; @g « Trading Partner Profile
x P i)

* PES
Providers Acute and Primary  Adult Long:-Term  Children's Specialty * Companion Guides
Acute and Primary Managed Care Managed Care Care Programs Programs L
« Related Programs and Services .
ol o 22
Children's Specialty Programs
. B oram
Irading Partners  Manufacturer Drug Partners Members o rogram
Manufacturer Drug Rebate Rebate * Children g-Term Support Program
* CMS Medicaid Drug Rebate Program * Katie Be Medicaid
* Pharmacy Information * Children's Speciaity Managed Care Plans
| A~ —— A~ - - P e Bt — et . 8 Nt

Figure 1 ForwardHealth Portal Home Page
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2. ClickLogin.A Sign In box will be displayed

ForwardHaalth

Signin

Username

Figure 2 Sign In Box

Note: The Sign In box can also be accessed by clicking the Partners icon on the home page of
the Portal.

3. 9y (1 SNJ (uketnanded S NI &
4. ClickNext A Verify with your password box will be displayed.

ForwardFioalth

ok ok

Verify with your password

(2) PORTALUSER1

Password

cooonooono‘

Figure 3 Verify With Your Password Box

2 Access the Demographic Maintenance T8
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5. 9y USNJ KS dzaSNDRA LI 4ag2NROP
6. ClickVerify.TheSecure Provider page will be displayed.

/\ interChange Welcome Kim Test » June 3, 2020 11:35 AM
ForwardHealth Lot
Home Search QEVEEER Trading Partners  Partners  Managed Care  Manufacturer  Electronic Visit Secure Home = Waiver Agency Claims ~ Prior Advices  Trade Files = Health Check

Max Fee Home = Account = Contact Information | Online Handbooks = Site Map = Portal Admin = Sys Maint = iC Functionality = Wisconsin Provider Index = User Guides = Certification

You are logged in with Provider 1D: 987654321 Search
'i’*gn Providers
What's New? Home Page
® Update User Account

2

Providers can improve efficiency while reducing overhead and paperwork by using real-time appiications avalable on the new ForwardHealth Portal. Submission and tracking of

claims and prior authorization requests and amendments, on-demand access to remittance information, 835 trading partner designation, and instant access to the most current

ForwardHealth information is now available. c s Trans
* Check My Revalidation Date

o Revalidate Your Provider Enrolment
o Check Enroliment

* New Rate Reform Part 3 Ideas/Recommendations Requested

* Incentive Payments. . . Are you Eigible?

* ForwardHealth System Generated Claim Adjustments Quick Links.
o Register for €-mail Subscription

o Provider-spedific Resources

Figure 4 Secure Provider Page

2 Access the Demographic Maintenance Td
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7. Clickbemographic Maintenandecated in the Home Page box on the right of the secure
Provider pageThe Introduction panel will be displayed.

Note: The Demographic Maintenance option is only displayed for administrative accounts or
for clerk accounts that have been assigned the Demographic Maintenance role. For
information about assigning clerk roles, refer to the ForwardHealth Provider Portal Account
User Guide, which is located on thertal User Guides pagéthe Portal.

{& Providers » Demographic Maintenance

Base Information

Name: JEAN DOE Address: 123 PARK ST
Provider ID: 7777777773 NP1 MADISON, WI 53562-1111
Taxonomy Code: 231H00000X (608) 123-4567

Provider Type / Specialty:Audiologist/Audiologist

Notes

« The effective date of a change is the date the change is entered.
« Attention: ForwardHealth Portal supports the following browsers: Internet Explorer, Firefox and
Safari.

Introduction » Individual Information » Practice Location Address » Audit Address
Mailing Address » Prior Authorization Address » Financial Information » Additional Information
License Information » Medicare Information » Taxonomy » Group Member \

| Fil n mi
Click a link to navigate to a specific panel.

Pimascin g

Required fields are indicated with an asterisk (*).
« Select one of the above links to make updates to your information. When all changes are complete,
select the "Submit" button to complete the change process.

Click to navigate to the next panel in
the demographic maintenance tool.

ﬁ Next ’ Exit

Figure 5 Introduction Panel

¢KS a. | a$S deofiohitpMys basi@infarmation about the account to which the

dzZa SNJ Aa f233ISR AyXZ adzOK | a 0KS LINRYARSNIRA
code, provider type and specialty, address, and telephone nuiBbeslled programs and
enrolled services will also be displayed for providers participating in Adultdton@are

Waiver Services program

To navigate the demographic maintenance tool, either click the buttons at the bottom of the
demographic maintenance tool panels, or click a link above the displayed panel to navigate
to a specific panel.

2 Access the Demographic Maintenance T8
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Note:Available panels differ depending on provider type and specialty.

For additional information about what changes should be reported to ForwardHealth, refer
to the Keeping Information Current topic (#217) in the Ongoing Responsibilities chapter of
the Provider Enrollment and Ongoing Responsibilities section BbtiaardHealth Online
Handbook

8. To begin updating information, click eittdéext2 NJ | & LISOAFAO LI y St Qa yI

Q

Note:If the user tries to navigate away from the Demographic Maintenance Tool before
submitting their information, a dialog box will be displayed.

-
Windows Internet Explorer &J

! Are you sure you want te navigate away from this page?

Warning: Modified data has not been saved.

Press OK to continue, or Cancel to stay on the current page.

OK l | Cancel

Figure 6 Dialog Box

To return to the demographic maintenance tool to submit the modified information, click
Cancel To continuavithout submitting the modified information, cli€@K

2 Access the Demographic Maintenance Té
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3 Individual Information Panel

On the Individual Information Panehdividual providersmay updatetheir date of birth, gender,
and SocialSecurity number(SSN)

1. Clickindividual Informatiorirom the navigation links above the current paiée Individual
Information panelvill be displayed.

Introduction *» Individual Information *» Practice Location Address » Audit Address
Mailing Address » Prior Authorization Address »» Financial Information » Additional Information

License Information » Medicare Information » Accepting New Patients » Taxonomy
Specialty Change » Group Member » Upload Files and Submit

Individual Information 7]

Required fields are indicated with an asterisk (*).

« Upload a copy of Social Security Number (SSN) Card on the Upload and Submit panel when changes are made
to the existing Social Security Mumber ({SSN) displayed on the panel.

s Upload a copy of Driver's License or State Identification Card on the Upload and Submit panel when changes
are made to the existing Date of Birth displayed on the panel.

Date of Birth™

Gender O fFemale O Male

Social Security Number™

Previous | Next ‘ Exit

Figure 7 Individual Information Panel
Note:Required fields are indicated with an asterisk.

2. Add new informatioror delete the information that needs to be changed and enter new
information.

3. When finished entering information, one of three options may be chosen:
1 ClickNextto go to the next panel on the list.

1 Click one of the links at the top of the panel to go to any of the other demographic
maintenance tool panels.

1 Click thdUpload Files and Subniitk above the panel to submit the information. For
information about submitting your updates, refer to tipload Files and Subrsgction
of this guide.

3Individual Information Pane¥
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Note: Information is not saved until it is submitted to ForwardHealth via the Upload Files and
Submit panel. If the demographic maintenance tool is exited before the information is
submitted, the information will be lost and will need to beentered.

If there is a problem with the information entered, an error message will be displayed at the
top of the panel when leaving the page. Correct the error and choose one of the above
choices for continuing to another panel or submitting your information.

3Individual Information Pane8
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4 Practice Location Address Panel

On the Practice Location Address panel, users may update the contact information for the

LINE A RSNRA f20F0A2y® {2YS dza &ddiesses.\Wath limited 2

exceptions, the practice location and telephone number for member's use are published in a

provider directory made available to the public.

1.

ClickPractice Location AddreBsm the navigation links above the current panel. The
Practice Location Addrepanelwill be displayed.

Practice Location Address [7]

Required fields are indicated with an asterisk (*).

¢ Practice location is the street address where a provider office is physically located and where the
records are normally kept.

+ A provider directory search will be made available to the public. The address and telephone for
member use will be included in a provider directory for BadgerCare Plus, Medicaid and WCDP
providers (does not apply to WWWP).

¢ Contact Person and Telephone Number for Contact Person will be used for administrative purposes
only.

Street Address Line 1% 123 MAIN ST
Street Address Line 2
City™ MADISOMN
State/ZIP |WI 53713 - 1234

County Dane -

Contact Person® JANE DOE
Telephone Number - Contact Person™ (608)000-0000 Ext.
Telephone Number - Member Use™ (608)111-1111

Previcus MNeaxt Exit

Figure 8 Practice Location Address Panel
Delete the information that needs to be changed and enter new information.

Any changes to the practice location on file with ForwardHealth may alteipthé code
information required on transactions. Users should verifyziped code for the address on
the U.S. Postal Servieebsite

When finished entering information, one of three options may be chosen:
1 ClickNextto go to the next panel on the list.

1 Click one of the links at the top of the panel to go to any of the other demographic
maintenance tool panels.

4 Practice Location Address Par

08S


http://www.usps.com/

ForwardHealth Portal Demographic Maintenance Tool User Guide September 16, 2024

1 Click thdUpload Files and Subntitk above the panel to submit the information. For
information about submitting your updates, refer to tipload Files and Subrsiction

of this guide.

Note: Information is not saved until it is submitted to ForwardHealth via the Upload Files and
Submit panel. If the demographic maintenance tool is exited before the information is
submitted, the information will be lost and will need to beendered.

If there is a problem with the information entered, an error message will be displayed at the
top of the panel when leaving the page. Correct the error and choose one of the above
choices for continuing to another panel or submitting your information.

4 Practice Location Address ParH]
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5 Audit Address Panel

On he Audit Address panalsers may updateontact and address informatidar where audit
correspondence should be sent.

1. ClickAudit Addres$rom the navigation links above the current panel. The Audit Address
panel will be displayed.

Audit Address 2}

Required fields are indicated with an asterisk (*).

+ Indicate the address where audit correspondence should be sent.
» Audit correspondence may be sent certified mail. Failure to sign for certified mail could result in disenrollment.

Name - Contact Person® |
Address Line 1*
Address Line 2
City™
state/ziP* [ [V]

Email Address

Previous | Next | Exit

Figure 9 Audit Address Panel
2. Delete the informationthat needs to be changed applicableand enter new information.
3. When finished entering information, one of three options may be chosen:

1 ClickNextto go to the next panel on the list.

1 Click one of the links at the top of the panel to go to any of the other demographic
maintenance tool panels.

1 Click thdUpload Files and Subntiitk above the panel to submit the information. For
information about submitting your updates, refer to tpload Files and Subrsiction
of this guide.

Note:Information is not saved until it is submitted to ForwardHealth via the Upload Files and
Submit panel. If the demographic maintenance tool is exited before the information is
submitted, the information will be lost and will need to beengered.

If there is a problem with the information entered, an error message will be displayed at the
top of the panel when leaving the page. Correct the error and choose one of the above
choices for continuing to another panel or submitting your information.

5 Audit Address Panell



ForwardHealth Portal Demographic Maintenance Tool User Guide September 16, 2024

6 Mailing Address Panel

On the Mailing Address panel, users may update the address tokdneghrdHealth should
send general information and correspondence. Proper address information aids in successful
mail delivery.

1. ClickMailing Addres§om the navigation links above the current pafiéle Mailing Address
will be displayed.

F |
Mailing Address 7]

Required fields are indicated with an asterisk (*).

+ Indicate the address where ForwardHealth should send general information and correspondence.
Official certification and audit correspondence for Medicaid will be sent by certified mail. Failure to sign
for official correspondence could result in decertification.

Name - Contact Person®™ Jane Doe
Street Address Line 1 101 Main St.
Street Address Line 2 Rm. 100
City= Madison
State/ZIP* WI ~ 53701 -
Email Address jdoe@isp.com|

Previous Next Exit

Figure 10 Mailing Address Panel
2. Delete the information that needs to be changed and enter new information.
3. When finished entering information, one of three options may be chosen:

1 ClickNextto go to the next panel on the list.

1 Click one of the links at the top of the panel to go to any of the other demographic
maintenance tool panels.

1 Click thdUpload Files and Subntiitk above the panel to submit the information. For
information about submitting your updates, refer to tpload Files and Subrsiction
of this guide.

Note:Information is not saved until it is submitted to ForwardHealth via the Upload Files and
Submit panel. If the demographic maintenance tool is exited before the information is
submitted, the information will be lost and will need to beengered.

If there is a problem with the information entered, an error message will be displayed at the
top of the panel when leaving the page. Correct the error and choose one of the above
choices for continuing to another panel or submitting your information.

6 Mailing Address Panel2
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7 Prior Authorization Address Panel

On the Prior Authorization Address panel, users may update the address where ForwardHealth
should send prior authorization information.

1. ClickPrior Authorizatioirom the navigation links above the current paiéle Prior
Authorization Address panel will be displayed.

Prior Authorization Address ©

Required fields are indicated with an asterisk (*).

+ Indicate the address where ForwardHealth should send prior authorization information.

Name - Contact Person®™ PA CONTACT
Street Address Line 1* 123 MAIN ST.
Street Address Line 2
City* MADISON
State/ZIP* WI =~ 53710 - 1234
Fax Number (123)456-7890
Telephone Number - Contact Person (987)654-3210 Ext.

Previous Next Exit

Figure 11 Prior Authorization Address Panel
2. Delete the information that needs to be changed and enter new information.
3. When finished entering information, one of three options may be chosen:

1 ClickNextto go to the next panel on the list.

1 Click one of the links at the top of the panel to go to any of the other demographic
maintenance tool panels.

1 Click thdUpload Files and Subniitk above the panel to submit the information. For
information about submitting your updates, refer to tipload Files and Subrsgction
of this guide.

Note: Information is not saved until it is submitted to ForwardHealth via the Upload Files and
Submit panel. If the demographic maintenance tool is exited before the information is
submitted, the information will be lost and will need to beengered.

If there is a problem with the information entered, an error message will be displayed at the
top of the panel when leaving the page. Correct the error and choose one of the above
choices for continuing to another panel or submitting your information.

7 Prior Authorization Address Pan#B
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8 Financial Information Panel

On the Financial Information paneisers may updatelaNE A RSNDa GFE Ay F2NYI

1. ClickFinancial Informatiofrom the navigation links above the current paiidle Financial
Information panel will be displayed.

Financial Information ©

Required fields are indicated with an asterisk (*).

Tax Information

Taxpayer Identification Number (TIN)* 123456789
Name

TIN Type® @® EIN T SSN

Checks and Remittance Advice Address

Indicate the address where checks and remittance advice information should be sent.

Street Address Line 1* 123 MAIN ST.
Street Address Line 2
City* MADISON
State/ZIP* WI =~ 53713 - 1234
Name - Financial Contact Person JOHN SMITH
Telephone Number - Contact Person (123)456-7890

1099 Mailing Address

Wisconsin Medicaid generates and sends one IRS Form 1099 per TIN. It is recommended that you
verify this address with the person in your organization who receives IRS Form 1099

Address

City
State/ZIP .

Pravious MNaxt Exit

Figure 12 Financial Information Panel

8 Financial Information Panel4
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2. Delete the information that needs to be changed and enter new information.
The Financial Information panel contains three sections:
1 drax Informatio&
o For an organization:

¢ LT GKS 2NBIFIYATIFGA2y Q8 ¢LFE LRSYGAFTAOIGAZ
the TIN Name field will be available for editing.

¢ Ifthe TIN is not on file, the TIN Name field is required.
o For an individual:

¢ Ifthe TIN is a Social Security number (type SSN) on file with ForwardHealth, the
TIN Name field will be available for editing.

¢ Ifthe TIN is a Federal Employer Identification Number (type FEIN) on file with
ForwardHealth, the TIN Name field will not be available for editing.

¢ Ifthe TIN is not on file with ForwardHealth, the TIN Name field will be required.

If the TIN number on the Financial Information panel is changed and the usedektks .
2N tAyl G2 32 G2 Fy20KSNJ LIyStsx G4KS LI 3S
section will be displayed at the bottom of the panel. Ref&dction 61 Reason for Tax

ID Changef this guide for more information.

M &Checks and Remittance Advice Addrggentains the address and contact information
where ForwardHealth should send checks and Remittance Advices.

1 &1099 Mailing AddressYontdins the address where ForwardHealth generates and sends
IRS Form 1099 for the indicated TIN.

o Organizations:
¢ Ifthe TIN is on file with ForwardHealth, this section will be available for editing.

¢ If the TIN is not on file with ForwardHealth, providers are required to enter an
address.

o Organizations who recently changed their TINs:
¢ Ifthe TIN is on file with ForwardHealth, this section will be available for editing.

¢ If the TIN is not on file with ForwardHealth, providers are required to enter an
address.

o0 Individuals:

¢ Ifthe TIN is an SSN on file with ForwardHealth, this section will be available for
editing.

8 Financial Information Panels
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¢ Ifthe TIN is an FEIN on file with ForwardHealth, the TIN Name section will not be
available for editing.

o Individuals who recently changed their TINSs:

¢ Ifthe TIN is an SSN on file with ForwardHealth, providers will be able to edit the
address information in this section.

¢ Ifthe TIN is an FEIN on file with ForwardHealth, this section will not be available
for editing.

¢ If the TIN is not on file with ForwardHealth, the 1099 field will be required.
3. When finished entering information, one of three options may be chosen:
1 ClickNextto go to the next panel on the list.

1 Click one of the links at the top of the panel to go to any of the other demographic
maintenance tool panels.

1 Click thdUpload Files and Subntitk above the panel to submit the information. For
information about submitting your updates, refer to tipload Files and Subrsiction
of this guide.

Note: Information is not saved until it is submitted to ForwardHealth via the Upload Files and
Submit panel. If the demographic maintenance tool is exited before the information is
submitted, the information will be lost and will need to beendered.

If there is a problem with the information entered, an error message will be displayed at the
top of the panel when leaving the page. Correct the error and choose one of the above
choices for continuing to another panel or submitting your information.

8 Financial Information Panelé
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8.1 Reason for Tax ID Change Section

If the TIN number on the Financial Information panel is changed and the usadektdsa link
to go to another panel, the page will refresh and the Reason for Tax ID Change section will be
displayed at the bottom of the panel.

RO e s T LD CITY Pram o e T T Tl T R m e o TR T E R o e T T
Address Line 2
City MADISON
State/zIP WI ~ 53705 - 1200

Reason for Tax ID Change

Was the TIN changed because of a change in ownership for your organization?
® Yes

" No

Change in Ownership Effective Date 11/11/2013

Previous | MNext | Exit

Figure 13 Reason for Tax ID Change Section (Financial Information Panel)

Organizations that change the TIN number on the Financial Information panel are required to
enter information on this panel.

8 Financial Information Panel?
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O Additional Information Panel

On the Additional Information panel, users may identify which languages are spoken by the staff
at theprovider's practice or clinic and enter their Drug Enforcement Administration (DEA)
number(s) if they have any.

1. ClickAdditional Informatiorirom the navigation links above the current pafiéle
Additional Information panel will be displayed.

-
Additional Information L7}

Required fields are indicated with an asterisk (*).

Languages
Language Description Effective Date End Date
ENG ENGLISH 10/02/2013 12/31/2299
SPA SPANISH 10/02/2013 10/31/2013
FRE FRENCH 10/02/2013 10/07/2013
SCR SERBO-CROATIAN 10/02/2013 10/07/2013
HMN HMONG 10/31/2013 12/31/2299

Type changes below.
Language Detail
Language™ -
Effective Date

End Date

[ No Longer Applies

Add Cancel

DEA Information

Do you have a Drug
Enforcement

- - C -
Administration(DEA) Yes @ No
Number?*

DEA Numbers

Pravicus Next Exit

Figure 14 Additional Information Panel

9.1 Add a Language

To add a language, complete the following steps:

2. Select the applicable language from the Languagel8r@dpg Yy Y Sy dz Ay GKS a[ |y
section.

The Effective Date and End Date fields are-medyl These fields will be populated with
information after the row is added.
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3. ClickAdd The language will be added to the list at the top of the panel. The start date will be
the current date, and the end date will be 12/31/2299.

4. ClickSaveThe selected language information will be saved. Complete the above steps to
enter additional languages.

5. When finished entering information, one of three options may be chosen:
1 ClickNextto go to the next panel on the list.

1 Click one of the links at the top of the panel to go to any obther demographic
maintenance tool panels.

1 Click thdUpload Files and Subntitk above the panel to submit the information. For
information about submitting your updates, refer to tipload Files and Subrsiction
of this guide.

Note: Information is not saved until it is submitted to ForwardHealth via the Upload Files and
Submit panel. If the demographic maintenance tool is exited before the information is
submitted, the information will be lost and will need to beengered.

If there is a problem with the information entered, an error message will be displayed at the
top of the panel when leaving the page. Correct the error and choose one of the above
choices for continuing to another panel or submitting your information.

9.2 End Date a Language

To end date a language, complete the following steps:

1. / £t A0] GUKS NRg F2N) 0KS I y3dz TBeseleetedSYR RIFGS A
information will populate the fields on the panel.

2. Check théNo Longer Applies 2 E  dzy RSNJ 4 KS a[ | y3dz- 38 5Sil At é
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Additional Information 2]

Required fields are indicated with an asterisk (*).

Languages
Language Description Effective Date End Date
ENG ENGLISH 10/02/2013 12/31/2299
SPA SPANISH 10/02/2013 10/31/2013
FRE FRENCH 10/02/2013 10/07/2013
SCR SERBO-CROATIAN 10/02/2013 10/07/2013
HMN HMONG 10/31/2013 12/31/2299

Type data below for new record.
Language Detail

Language® FRENCH v
Effective Date
End Date

V' No Longer Applies

Save

Figure 15 End Date Language

3. ClickSaveThe selected language information will be saved, and the fields will become blank.
The language information will remain on the list at the top optgel; however, the current
date will be displayed as the end date. Complete the above steps to end date any additional
languages.

4. When finished entering information, one of three options may be chosen:
1 ClickNextto go to the next panel on the list.

1 Click one of the links at the top of the panel to go to any of the other demographic
maintenance tool panels.

1 Click thedUpload Files and Subntitk above the panel to submit the information. For
information about submitting your updates, refer to tipload Files and Subrsiction
of this guide.

Note:Information is not saved until it is submitted to ForwardHealth via the Upload Files and
Submit panel. If the demographic maintenance tool is exited before the information is
submitted, the information will be lost and will need to beengered.

When leaving the page, if there is a problem with the information entered an error message
will be displayed at the top of the panel. Correct the error and choose one of the above
choices for continuing to another panel or submitting your information.
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9.3 Add Drug Enforcement Administration Information

To add DEA informatipnomplete the following steps

1. Click theYesNJ R A 2

number.

odziizy Ay

idKS

G59! LYF2NXYIGA2YE

2. Enter one or more DEA numbers in the DEA Numbers field.

DEA Information

Do you have a Drug
Enforcement
Administration{DEA)
Number?*

® Yes T No

DEA Numbers CR6789121

Pravious

Exit

Figure 16 DEA Information Section

3. When finished entering information, one of three options may be chosen:

1 ClickNextto go to the next panel on the list.

1 Click one of the links at the top of the panel to go to any of the other demographic
maintenance tool panels.

1 Click thedUpload Files and Subntitk above the panel to submit the information. For
information about submitting your updates, refer to tipload Files and Subrsiction

of this guide.

Note: Information is not saved until it is submitted to ForwardHealth via the Upload Files and
Submit panel. If the demographic maintenance tool is exited before the information is
submitted, the information will be lost and will need to beendered.

If there is a problem with the information entered, an error message will be displayed at the
top of the panel when leaving the page. Correct the error and choose one of the above
choices for continuing to another panel or submitting your information
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10 License Information Panel

On the License Information paneters can report  LINE i@énBue ddr@mation, including
license number, grant and expiration dates, and physical location as appficabl@mple
hospital providers).

1. ClickLicense Informatiofrom the navigation links above the current panel. The License
Information panel will be displayed.

License Information 2]

Required fields are indicated with an asterisk (*).

* Only add licenses which are applicable to your Forwardhealth Enrollment.
* The following providers are no longer required to upload licenses. ForwardHealth is able to verify licenses directly.
Individual providers licensed through DSPS

2

o Physicians and Physician Assistants with Minnesota license
o Physicians with Iowa license

* You are allowed to enter up to five active licenses.
License Information List

License Number License State License Effective Date License End Date License Type
D12345 WI 01/01/2015 01/01/2018 Regular

Type changes below.

License Information

License Number®

Issuing State™ I v

License Effective Date™
License End Date™

License Type™ @ Regular © Temporary

[] License number is correct and walid.

Add ‘ Cancel ‘

Previous ‘ Next ‘ Exit

Figure 17 Licensdnformation Panel

The License Information panel displays current and expired licensure information that providers
have on file with ForwardHealth. Providers can use this panel to add or update their licensure
information. Providers should only add licenses that are apfditattheir ForwardHealth
enrollment.

Providers may have a maximum of five active licenses applicable to the provider's type of
enrollment. All license effective dates and end dates will be verified through applicable state
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licensing boards prior to being added to the provider's file. If the provided dates do not
correspond with the dates given by the applicable state licensing board, the dates given by the
state licensing board will be retained and will be displayed.

10.1 Update a License

Providers will only be able to update the effective and end dates of current licenses.

1. / £t A01 GUKS NRg F2N) 0KS ftA0SyasS &2dz gAakK (2
The panel will refresh and the fields on the panel will populate with the information for the
selected license.

License Information 2}

Required fields are indicated with an asterisk (*).

« Only add licenses which are applicable to your Forwardhealth Enrollment.

« The following providers are no longer required to upload licenses. ForwardHealth is able to verify licenses directly.
o Individual providers licensed through DSPS
o Physicians and Physician Assistants with Minnesota license
o Physicians with Iowa license

* You are allowed to enter up to five active licenses.
License Information List

License Number License State License Effective Date License End Date License Type
D12345 WI 01/01/2015 01/01/2027 Regular

Type changes below.

License Information

License Number®* p12345

Issuing State™ IWI ~

License Effective Date®™ p1/01/2015
License End Date®™ p1/01/2023

License Type™ @ Regular O Temporary

License number is correct and valid.

delete | Save |

Previous | Next | Exit

Figure 18 License Information Section with Populated License Information

2. Enter the new date or dates in thécense Effective Ddield and/or theLicense End Date
field.

3. ClickSave
4. When finished entering information, one of three options may be chosen:

1 ClickNextto go to the next panel on the list.

10License Information Pane23
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1 Click one of the links at the top of the panel to go to any of the other demographic
maintenance tool panels.

1 Click thdUpload Files and Subntitk above the panel to submit the information. For
information about submitting your updates, refer to tipload Files and Subrsiction
of this guide.

Note: Information is not saved until it is submitted to ForwardHealth via the Upload Files and
Submit panel. If the demographic maintenance tool is exited before the information is
submitted, the information will be lost and will need to beendered.

If there is a problem with the information entered, an error message will be displayed at the
top of the panel when leaving the page. Correct the error and choose one of the above
choices for continuing to another panel or submitting your information.

10.2 Add a License

1. 9y GSNJ t AOSyadzaNBE AYyF2NNIGA2Y Ay Fff GKS FASER
must be completed in order to save the new license information.

2. ClickAdd

If the information can be verified by ForwardHealth, a new row will be added to the License
Information List.

If the information cannot be verified, an error message will be displayed at the top of the
panel and a check box will be displayed asking for the user to validate the information
entered.
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The following messages were generated:
License number can not be verified, verify the data entered is correct.

License Information 2]

Required fields are indicated with an asterisk (*).

e Only add licenses which are applicable to your Forwardhealth Enroliment.

e The following providers are no longer required to upload licenses. ForwardHealth is able to verify licenses directly.
o Individual providers licensed through DSPS
o Physicians and Physician Assistants with Minnesota license
o Physicians with Iowa license

e You are allowed to enter up to five active licenses.
License Information List

License Number License State License Effective Date License End Date License Type

43210 wI 04/03/2015 04/03/2022 Regular
D1234 wI 06/02/2011 06/02/2021 Regular \

Type changes below.

License Information

License Number* 4321D

Issuing State™ Iw[ v

License Effective Date™ 04/03/2015
License End Date™ 04/03/2022

License Type® @ Regular O Temporary Verify the informat

/

(License number is correct a@

Add ‘ Cancel ‘

Previous I Next ’ Exit

Figure 19 New License Information Not Validated by ForwardHealth

If the information is correct, check the box nexticense number is correct and valid

clickAdd

T
1

When finished entering information, one of three options may be chosen:
ClickNextto go to the next panel on the list.

Click one of the links at the top of the panel to go to any of the other demographic
maintenance tool panels.

Click thedUpload Files and Subntiitk above the panel to submit the information. For
information about submitting your updates, refer to tipload Files and Subrsgction
of this guide.
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Note: Information is not saved until it is submitted to ForwardHealth via the Upload Files and
Submit panel. If the demographic maintenance tool is exited before the information is
submitted, the information will be lost and will need to beendered. Some pnaders {or

example out-of-state providers) will be required to upload a copy of their license using the
Upload Files and Subrpénel.

If there is a problem with the information entered, an error message will be displayed at the
top of the panel when leaving the page. Correct the error and choose one of the above
choices for continuing to another panel or submitting your information.
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11 Medicare Information Panel

On the Medicare Information panelsersmay RR 2 NJ SYyR RIFGS | LINR JA RSN
The panel for organizations includes Medicare Indicator radio buttons, whicraalswto
designate whether the Medicare number is for Part A or Part B.

1. ClickMedicare Informatiorirom the navigation links above the current paifiéle Medicare
Information will be displayed.

Medicare Information L ?)

Required fields are indicated with an asterisk (*).

Medicare Indicator Medicare Number Effective Date End Date

Type changes below.

@e Indicator*  part A (‘@

Medicare Number™

Effective Date Defaults to current date for new records.
End Date
Add Cancel
Previous Next Exit

Figure 20 Medicare Information Pan@rganization

The panel for individuals will not contain the radio buttons since it is presumed the providers will
only have a Part B Medicare number.

Medicare Information k)

Required fields are indicated with an asterisk (*).

Medicare Indicator Medicare Number Effective Date End Date

Type changes below.

Medicare Number* |
Effective Date Defaults to current date for new records.

End Date

Add Cancel

Previous Next Exit

Figure 21 Medicare Information Panel Individual
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To add a Medicare number, complete the following steps:
1. Enter the number in the Medicare Number field.

2. If the Medicare number is for an organization, click the radio button to select if the number
refers to Medicare Part A or Part B.

3. ClickAdd The number will be added to the list at the top of the panel. The dagetwill be
the current date, and the end date will be 12/31/2299.

Medicare Information 2]

Required fields are indicated with an asterisk (*).

Medicare Indicator Medicare Nu Effective Date End Date
PartB 1111111111 1/05/2013  12/31/2299

Type changes below.

Medicare Number*
Effective Date Defaults to current date for new records.
End Date

Add Cancel

Previous Next Submit Exit

Figure 22 Medicare Number Added

11.1 End Date a Medicare Number
To end date a Medicare number, complete the following steps:

1. Click the row for the number to end datéhe selected information will populate the fields
on the panel.

2. Check théNo Longer Appligsox.
3. ClickSave
A message will display at the top indicating that the update was successful.

If there are problems with the submission, the details of the error will display here. The
Medicare number will remain on the list at the top of the panel; however, the current date
will be displayed as the end date.
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The following messages were generated:
Your information was updated successfully.

Medicare Information ©

Required fields are indicated with an asterisk (*).

Medicare Indicator Medicare Number Effective Date End Date
Part B 1423012453 11/04/2013  12/31/2299

Type changes below.

Medicare Number

Effective Date Defaults to current date for new records.
[ < E"‘d Date > Date the change is made is displayed as e late

¥ No Longer Applies

Save

Previous Next | Exit

Figure 23 Medicare Number End Dated
4. When finished entering information, one of three options may be chosen:
1 ClickNextto go to the next panel on the list.

1 Click one of the links at the top of the panel to go to any of the other demographic
maintenance tool panels.

1 Click thedUpload Files and Subntitk above the panel to submit the information. For
information about submitting your updates, refer to tipload Files and Subrsiction
of this guide.

Note: Information is not saved until it is submitted to ForwardHealth via the Upload Files and
Submit panel. If the demographic maintenance tool is exited before the information is
submitted, the information will be lost and will need to beendered.

If there is a problem with the information entered, an error message will be displayed at the
top of the panel when leaving the page. Correct the error and choose one of the above
choices for continuing to another panel or submitting your information.
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12 Taxonomy Panel

On the Taxonomy panel, users may update taxonomy code information. Taxonomy codes are
standard code sets used to provide information about provider type and specialty for the
provider's enrollment. ForwardHealth uses taxonomy codes as one piece of datadotly
ARSY(GAFTeAYd (GKS LINPOGARSNRA FAfSo

This panel is not available to Home Health/Personal Care Agencies, Independent Labs, or
Transportation/Specialized Medical Vehicle (SMV) providers.

1. ClickTaxonomyrom the navigation links above the current panel. The Taxonomy panel will
be displayed.

Required fields are indicated with an asterisk (*).

Primary Indicater Taxonomy Description
¥ 282N00000X General Acute Care Hospital

Type changes below.

Taxonomy™ Search
Taxonomy Description

Primary Taxonomy [

Add | Cancel |

Previous Mt Exit

Figure 24 Taxonomy Panel

Providers may report multiple taxonomy codes to ForwardHealth as long as the codes accurately
describe the provider type and specialty for the provider's enroliment.

12.1 Add a Taxonomy Code
To add a taxonomy code, complete the following steps:

1. Enter the new taxonomy code in the Taxonomy field or use the search link to search for the
code.After entering the code, click anywhere in the gray area of the panel. The description
of the code will be displayed in the Taxonomy Description field, and the code and description
will be displayed in a row at the top of the panel.

To search for a taxonomy code, complete the following steps:

a. ClickSearcho the right of the Taxonomy fieldlhe Taxonomy search box will be
displayed.
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b. Enter information in any of the search fields. To narrow the results, enter as much

C.

d.

Taxonomy [ Close ]
Taxonomy Effective Date
End Date Active Date

Inactive Date

search clear |

Search Results
*##% No rows found * %+

Figure 25 Taxonomy Search Box

information as possible.

ClickSearch¢ KS NBadzZ Ga ¢gAftf 0S RAALIXIFI&@SR Ay

Taxonomy [ Close ]
Search 7]
Taxonomy 282 Effective Date
End Date Active Date

Inactive Date

search clear |

Search Results

Taxcnomy £ Description Effective Date End Date Active Date  Inactive Date
282E00000X Long Term Care Hospital 10/01/2006 12/31/2299 10/01/2006 12/31/2299
282100000X  Religious Monmedical Health Care Institution 10/01/2006  12/31/2299 10/01/2006 12/31/2299
282N00000¥  General Acute Care Hospital 01/01/1995 12/31/2299 01/01/1935 12/31/2299
282NC0060¥  General Acute Care Hospital - Critical Access  10/01/2003 12/31/2299 10/01/2003 12/31/2299
282NC2000X  General Acute Care Hospital - Children 01/01/1995 12/31/2299 01/01/1995 12/31/2299
282NR1301X General Acute Care Hospital - Rural 01/01/1995 12/31/2299 01/01/1995 12/31/2299
282ZNW0100X General Acute Care Hospital - Women 01/01/1995 12/31/2299 01/01/19395 12/31/2299

Figure 26 Search Results Section

Select the applicable taxonomy codlae Taxonomy search box will close and the

l.:.l

selected information will populate the Taxonomy and Taxonomy Description fields. The

code and description will also be displayed in a row at the top of the panel.
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Taxonomy 2

Required fields are indicated with an asterisk (*).

Erimary Indicator Taxonomy Description
N 282NC0060X General Acute Care Hospital - Critical Access
Y 282N00000X  General Acute Care Hospital

Type changes below.

Taxonomy™ pEEpddieifsly x Search
Taxonomy Description

Primary Taxonomy [

Add | Cancel |

Previous | Mext Excit

Figure 27 Taxonomy Panel with Populated Information

If the system does not recognize the entered or selected taxonomy code as reflecting the_

dza SND&a LINPGPARSNI GeLIJS yR ALISOAFfGex |
selected taxonomy code will be displayed above the panel. Confirm thatrtbetco
taxonomy code was entered or selected. If the taxonomy code is correct, check the
Ignore Messagbox. ForwardHealth will manually verify the taxonomy code once it is
submitted.

The following messages were generated:
This enrollment is for provider type Hospital and taxonomy entered is 282E00000X. If this is correct,
check ignore message to submit the taxonomy.

I Taxonomy ©
Required fields are indicated with an asterisk (*).

Primary Indi r Taxonomy Description
282E00000X Long Term Care Hospital
282N00000X General Acute Care Hospital

<2

Type data below for new record.

Taxonomy™ 282E00000X [ Search ]
Taxonomy Description

Primary Taxonomy [

[J Ignore Message

Add J Cancel ]

Previous I Next I Exit

Figure 28 Confirm the Entered or Selected Taxonomy Code Message
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2. If the taxonomy code is the primary code, checkRfimary Taxonomlyox; otherwise, leave
the box unchecked.

Providers who report multiple taxonomy codes can only desigmegef the codes as the

primary code. If a new taxonomy code is designated to be the primary code, the Primary
LYRAOIFIU2NI F2NJ uKS 2fR O2RS gAff UKSY RAALI I €
primary code for identification purposes.

3. ClickAdd

The taxonomy code will be added to the list at the top of the panel, and the top row and the
fields on the panel will become blank. Repeat the procedure to add any additional taxonomy
codes.

4. When finished adding codes, one of three options may be chosen:
1 ClickNextto go to the next panel on the list.

1 Click one of the links at the top of the panel to go to any of the other Demographic
Maintenance Tool panels.

1 Click thedUpload Files and Subnhitk above the panel to submit the information. For
information about submitting your updates, refer to the Upload section of this guide.

Note: Information is not saved until it is submitted to ForwardHealth via the Upload Files and
Submit panel. If the demographic maintenance tool is exited before the information is
submitted, the information will be lost and will need to beentered.

If there is a problem with the information entered, an error message will be displayed at the
top of the panel when leaving the page. Refer tollpéoad Files and Subrsiction of this
guide for information about correcting error messages.

12.2 Delete a Taxonomy Code
To delete a taxonomy code, complete the following steps:

1. Click the row containing the taxonomy code talbketed. The selected information will
populate the fields on the panel.

2. ClickDelete The taxonomy code will be removed from the panel. Repeat the procedure for
any other taxonomy codes to be deleted.

3. When finished entering information, one of three options may be chosen:
1 ClickNextto go to the next panel on the list.

1 Click one of the links at the top of the panel to go to any of the other demographic
maintenance tool panels.

1 Click thdUpload Files and Subntiitk above the panel to submit the information. For
information about submitting your updates, refer to tpload Files and Subrsiction
of this guide.
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Note: Information is not saved until it is submitted to ForwardHealth via the Upload Files and
Submit panel. If the demographic maintenance tool is exited before the information is
submitted, the information will be lost and will need to beentered.

If there is a problem with the information entered, an error message will be displayed at the
top of the panel when leaving the page. Correct the error and choose one of the above
choices for continuing to another panel or submitting your information.
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13 Accepting New Patients Panel

Dental providers may limit the number of Medicaid and BadgerCare Plus members they accept in
several waysertain demographic information, certain days of the week, or certain times of the
day. However, dental providers are prohibited from limiting their acceptance of Medicaid and
BadgerCare Plus members in a way that discriminates against a protecteasatkessied in

federal and state antliscrimination laws.

The Accepting New Patients panel is only available to dental providers.

Introduction » Individual Information » Practice Location Address » Audit Address
Mailing Address » Prior Authorization Address » Financial Information » Additional Information
License Information » Medicare Information »CAccepting New Patients)» Taxonomy
Specialty Change » Group Member » Upload F|!

Introduction ©
[mwoticion 0]

Required fields are indicated with an asterisk (*).

« Select one of the above links to make updates to your information. When all changes are complete, select the "Submit" button
to complete the change process.

Next | Exit |

Figure 29 Accepting New Patients Link

1. ClickAccepting New Patienfsom the navigation links above the current panel. The
Accepting New Patients panel will be displayed.

Accepting New Patients 2]
Required fields are indicated with an asterisk (*).
Accepting New Patients Indicator Limitation

Type changes below.

Are you accepting new patients? A
Limitation -

Add | Cancel |

Previous Next Exit

Figure 30 Accepting New Patients Panel

13.1 Add Information

To add information, complete the following steps:

1. SelectYesNo, orLimitedfrom the Are you accepting new patienti®p-down menu.
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If Limitedis selected, choose a specific limitation on patients from the Limitationcinop
menu.

2. ClickAdd A row indicating your selection will be displayed at the top of the panel.

Accepting New Patients ©

Required fields are indicated with an asterisk (*).

Accepting New Pati : pr—
Limited Children Only (
Type changes below.

Are you accepting new patients? [ ~
Limitation v
Add Cancel [

Previous | Next ‘ Exit

Figure 31 Accepting New Patients Panel with Added Row
3. When finished entering information, one of three options may be chosen:
1 ClickNextto go to the next panel on the list.

1 Click one of the links at the top of the panel to go to any of the other demographic
maintenance tool panels.

1 Click thdUpload Files and Subniitk above the panel to submit the information. For
information about submitting your updates, refer to tipload Files and Subrsiction
of this guide.

Note: Information is not saved until it is submitted to ForwardHealth via the Upload Files and
Submit panel. If the demographic maintenance tool is exited before the information is
submitted, the information will be lost and will need to beendered.

If there is a problem with the information entered, an error message will be displayed at the
top of the panel when leaving the page. Correct the error and choose one of the above
choices for continuing to another panel or submitting your information.

13.2 Change Information

To change information, complete the following steps:

1. Click the row containing the information to be revisHae selected information will
populate the fields on the panel.

2. Change the necessary information.
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I Accepting New Patients ©

Required fields are indicated with an asterisk (*).

Accepting New Patients Indicator Limitats
umeed Children Only
Type or new record.

Are you accepting new patients? Yes b

umtation n Only
Limited
No Delete | Save

—

Previous Next Bxit

Figure 32 Selections to Change Information

If Yesor Nois selected from the dredown menu, the Limitations field must be blank before
saving the change.

3. ClickSaveThe changed information will be displayed in the row at the top of the panel.

Accepting New Patients Q

Required fields are indicated with an asterisk (*).

Acceptﬁ New Patients Indicator Limitation
Yes

Type changes below.

Are you accepting new patients? g
Limitation v

Add Cancel

Previous Next Exit

Figure 33 Selection Saved
4. Whenfinished entering information, one of three options may be chosen:
1 ClickNextto go to the next panel on the list.

1 Click one of the links at the top of the panel to go to any of the other demographic
maintenance tool panels.

1 Click thdUpload Files and Subniitk above the panel to submit the information. For
information about submitting your updates, refer to tipload Files and Subrsgction
of this guide.

Note: Information is not saved until it is submitted to ForwardHealth via the Upload Files and
Submit panel. If the demographic maintenance tool is exited before the information is
submitted, the information will be lost and will need to beendered.
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If there is a problem with the information entered, an error message will be displayed at the
top of the panel when leaving the page. Correct the error and choose one of the above
choices for continuing to another panel or submitting your information.

13.3 Delete Information

To delete information, complete the following steps:

1. Select the row to be deleted@he selected information will populate the fields on the panel.

r N
Accepting New Patients 0

Required fields are indicated with an asterisk (*).

Accepting New Patients Indicator Limitation
Limited Children Only
Type data below for new record.

Are you accepting new patients? Limited ~

Limitation A - Children Only v
I Delete I Save I
Previous | Next submit |  Exit |

Figure 34 Accepting New Patients Panel

2. ClickDelete A dialog box will be displayed.

= ]

-~
Windows Internet Explorer |_|

Figure 35 Dialog Box
3. ClickOK The row will beemoved from the panel.
4. When finished entering information, one of three options may be chosen:
1 ClickNextto go to the next panel on the list.

1 Click one of the links at the top of the panel to go to any of the other demographic
maintenance tool panels.
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1 Click thdUpload Files and Subntitk above the panel to submit the information. For
information about submitting your updates, refer to tipload Files and Subrsiction

of this guide.

Note: Information is not saved until it is submitted to ForwardHealth via the Upload Files and
Submit panel. If the demographic maintenance tool is exited before the information is
submitted, the information will be lost and will need to beendered.

If there is a problem with the information entered, an error message will be displayed at the
top of the panel when leaving the page. Correct the error and choose one of the above
choices for continuing to another panel or submitting your information.
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14 Case Management Target
Population Panel

On the Case Management Target Population panel, providers may change the target populations
they are serving. Providers only need to indicate changes to existing information. Existing
information will not display on the panel.

The Case Management Target Population panel is only available to Case Management providers.

Introduction » Practice Location Address » Mailing Address » F

Additional Information » Medicare Information » Taxonomy ase Management Target Population _

Specialty Change » Group » Upload Files and Submit

S ——

Required fields are indicated with an asterisk (*).

o Select one of the above links to make updates to your information. When all changes are complete, select the "Submit” button to
complete the change process.

Next Exit

Figure 36 Case Management Target Population Link
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1.

3.

ClickCase Management Target Populatiamm the navigation links above the current panel.
The Case Management Target Population panel will be displayed.

Case Management Target Population L 2]

Required fields are indicated with an asterisk (*).

« Existing data does not pre-populate for this screen. Only enter information on the screen when you have changes.

Please indicate the population(s) you will be serving (you may check more than one):

Persons age 65 or over.

Persons with a diagnosis of Alzheimer's disease or related dementia, as defined in 5. 46.87(1)(a), Stats.
Persons with a developmental disability as defined in s. 51.01(5)(a), Stats.

Persons who are age 21 or older with a chronic mental illness as defined in 5. 51.01(3g), Stats.
Persons with a physical or sensory disability, as defined in 5. HFS 101.03, Wis. Admin. Code.

Persons having an alcohol or drug dependency, as defined in s. 51.01(1), Stats. or 5. 51.01(8), Stats.
Persons diagnosed as having HIV infection, as defined in s. 252.01(2), Stats.

Persons who are severely emotionally disturbed and under age 21, as defined in 5. 49.45(25)(a), Stats.
Persons diagnosed with asthma and under age 21.

Persons infected with tuberculosis.

Women 45 to 64 years old.

Children enrolled in a Birth to 3 Program certified under HFS 90, Wis. Admin. Code.

Families with a child(ren) under age 21 who is at risk of a physical, mental or emotional dysfunction.
This target population includes the following five subgroups:

Families with a child{ren) with special health care needs, including lead poisoning.

Families with a child(ren) who is at risk of maltreatment.

Families with a child{ren) involved in the juvenile justice system.

Families where the primary caregiver has a mental illness, developmental disability, or substance abuse disorder that is affecting
their child's growth and development.

5. Families where the mother required or met the criteria to receive prenatal care coordination services under s. HFS 107.34 and
coordination services continue to be required.

i 69

Previous | Next Exit

Figure 37 Case Management Target Population Panel

Check thébox for any new populations to be added. More than one population may be
checked.

Whenfinished entering information, one of three options may be chosen:
1 ClickNextto go to the next panel on the list.

1 Click one of the links at the top of the panel to go to any of the other demographic
maintenance tool panels.

1 Click thdUpload Files and Subniitk above the panel to submit the information. For
information about submitting your updates, refer to tipload Files and Subrsgction
of this guide.

Note: Information is not saved until it is submitted to ForwardHealth via the Upload Files and
Submit panel. If the demographic maintenance tool is exited before the information is
submitted, the information will be lost and will need to beengered.
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If there is a problem with the information entered, an error message will be displayed at the
top of the panel when leaving the page. Correct the error and choose one of the above
choices for continuing to another panel or submitting your information.
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15 Driver and Vehicle Information
Chart Panels

The Driver Information Chart and Vehicle Information Chart panels are only available to SMV
providers.

Introduction » Practice Location Address » Mailing Address » Prior Authorization Address
: formation » Taxonomy

T

Required fields are indicated with an asterisk (*).

¢ Select one of the above links to make updates to your information. When all changes are complete,
select the "Submit® button to complete the change process.

Exit

Figure 38 Driver Information Chart and Vehicle Information Chart Links

15.1 Driver Information Chart Panel

Using this panel, SMV providers are required to maintain current information for all drivers and
report any changes to ForwardHedb#forethey take effect.

Note: Although changes to driver information will immediately display in the demographic
maintenance tool, the changed vehicle or driver information is not considered approved until 10
business days after the information was changed.

1. ClickDriver Information Chaftom the navigation links above the current paiéle Driver
Information Chart panel will be displayed.
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Driver Information Chart ©

Required fields are indicated with an asterisk (*).

Driver Name Driver License Number License Expiration Date Verified
M

Type changes below.

Driver Name™ First name, MI, Last name
Driver's License Number™
Driver's License Expiration Date™

License Type®  Regular © Commercial

Regular or Commercial Drivers
License Restrictions and Violations Ji

First Aid Course Date

CPR Course Date
Ramp/Lift/Restraints Training Date
Siezure Training Date

add | cancel |

Previous Mext Exit

Figure 39 Driver Information Chart Panel

15.1.1Adding a Driver
To add a driver, complete the following steps:
1. Enter all the required information.

LT GKS RNAGSNI KFa Fyeé NBadNrAROlA2ya 2y i
glasses or traffic violations, enter them in #pace provided.

2. After all of the required information has been added, Ad#d The page will refresh and the
new driver will be added to the list at the top of the panel.
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Driver Information Chart

Required fields are indicated with an asterisk (*).

Driver Name Driver License Number License Expiration Date Verified
N
John D Driver 11111111111 12/31/2020 Y

Type changes below.

Driver Name™ First name, MI, Last name
Driver's License Number™
Driver's License Expiration Date™

License Type™ " Regular © Commercial

Regular or Commercial Drivers
License Restrictions and Violations

First Aid Course Date
CPR Course Date
Ramp/Lift/Restraints Training Date

Siezure Training Date

Add Cancel

Previous Next Exit

Figure 40 New Driver Added to List
3. To add additional drivers, enter the information for another driver.

4. ClickAdd The page will refresh and the new driver will be added to the list at the top of the
panel.

5. When finished entering information, one of three options may be chosen:
1 ClickNextto go to the next panel on the list.

1 Click one of the links at the top of the panel to go to any of the other demographic
maintenance tool panels.

1 Click thdUpload Files and Subniitk above the panel to submit the information. For
information about submitting your updates, refer to tipload Files and Subrsgction
of this guide.

Note: Information is not saved until it is submitted to ForwardHealth via the Upload Files and
Submit panel. If the demographic maintenance tool is exited before the information is
submitted, the information will be lost and will need to beengered.

If there is a problem with the information entered, an error message will be displayed at the
top of the panel when leaving the page. Correct the error and choose one of the above
choices for continuing to another panel or submitting your information.
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15.1.2Changing Driver Information
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To change driver information, complete the following steps:

1. Click the row for the driver whose information is to be revised.

Required fields are indicated with an astenisk (*).

License Type  Regular © Commercial

Regular or Commeraal Drivers
License Restrictions and Violations

First Aid Course Date

CPR Course Date
Ramp/Lift/Restraints Training Date
Siezure Training Date

Driver Name Driver License Number License Expiration Date Verified
John D Dniver D11111111 12/31/2015 Y
Type changes below.
Driver Name First name, MI, Last name
Driver's License Number
Driver's License Expiration Date

Driver Information Chart 7]

add | cancel
Previous | Next Submit Exit
Figure 41 Select Driver
¢tKS FTAStRa 2y GUKS LI ySt gAtf LI2Lz I GS

P
Driver Information Chart

Required fields are indicated with an asterisk (*).

Driver Name

John D Driver 11111111111 12/31/2020

Type changes below.

LLTLEL Ll ohn D Driver
Driver's License Number® 11111111111
12/31/2020

@ Regular © Commercial

Driver's License Expiration Date™
License Type™

) Regular or §ommerdql Driyers
License Restrictions and Violations
First Aid Course Date

CPR Course Date
Ramp/Lift/Restraints Training Date

02/01/2014
02/01/2014
02/01/2014

Siezure Training Date 02/01/2014

™ No Longer Applies

_previous | __Wext

Driver License Number License Expiration Date Verified
Y

First name, MI, Last name

2]

7

<

Save

“!‘

Figure 42 Selected Driver
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2. Change the necessary information. In this example, the Seizure Training Date is being
changed.

First Aid Course Date 01/01/2010
CPR Course Date 01/01/2010
Ramp/Lift/Restraints Training Date 01/01/2010

Siezure Training Date 01/01/2014

I~ No Longer Applies Save

Previous Next Exit

Figure 43 Seizure Training Date Change

3. ClickSaveThe page will refresh and a blank yellow row will be added to the top of the panel.

Driver Information Chart 7]

Required fields are indicated with an asterisk (*).

Driver Name Driver License Number License Expiration Date Verified
M
John D Driver 11111111111 12/31/2020 Ay

Type changes below.

Driver Name™® First name, MI, Last name
Driver's License Number™
Driver's License Expiration Date™

License Type®™ (" Regular © Commercial

Regular or Commercial Drivers
License Restrictions and Violations

First Aid Course Date
CPR Course Date
Ramp/Lift/Restraints Training Date

Siezure Training Date

Add | Cancel ‘

Previous Mext Exit

Figure 44 Driver Information Saved

If there are any errors, an error message will be displayed at the top of the panel.
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The following messages were generated:
Driver License Expiration Date can not be less than today.

Driver Information Chart

Required fields are indicated with an asterisk (*).

Driver Name Driver License Number License E,
Im A Driver Di11111111 01/01/2@

Type changes below.

Driver Name

Driver's License Number D111111111
Driver's License Expiration Date| 01/01/2010

DA et AR A AS e AN Attt Abes ABEADADATABED son B Moot sttal e AL SR ot tan i ] a0 s Bt b i 8 o,

Figure 45 Example Error Message

Correct the information indicated in the error message and $iwieto save the
information.

4. When finished entering information, one of three options may be chosen:
1 ClickNextto go to the next panel on the list.

1 Click one of the links at the top of the panel to go to any of the other demographic
maintenance tool panels.

1 Click thedUpload Files and Subntitk above the panel to submit the information. For
information about submitting your updates, refer to tipload Files and Subrsiction
of this guide.

Note: Information is not saved until it is submitted to ForwardHealth via the Upload Files and
Submit panel. If the demographic maintenance tool is exited before the information is
submitted, the information will be lost and will need to beendered.

If there is a problem with the information entered an error message will be displayed at the
top of the panel when leaving the page. Correct the error and choose one of the above
choices for continuing to another panel or submitting your information.

15.1.3Delete a Driver

To delete a driver, complete the following steps:
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1. Click the row containing the driver to be deletedormation on the selected driver will
populate the fields on the panel.

First Aid Course Date 02/01/2014

CPR Course Date 02/01/2014
Ramp/Lift/Restraints Training Date 02/01/2014
Siezure Training Date 02/01/2014

¥ No Longer Applies < —_—

Previous Next Exit

Figure 46 Delete Driver

The page will refresh and the panels will be blank. The row for the deleted driver will remain
on the panel until the change is submitted to ForwardHealth via the Upload Files and Submit
panel.

Check the No Longer Applies box.
ClickSave

Repeat the procedure for any other driver to be deleted.

a & W DN

When finished entering information, one of three options may be chosen:
1 ClickNextto go to the next panel on the list.

1 Click one of the links at the top of the panel to go to any of the other demographic
maintenance tool panels.

1 Click thdUpload Files and Subntitk above the panel to submit the information. For
information about submitting your updates, refer to tipload Files and Subrsiction
of this guide.

Note: Information is not saved until it is submitted to ForwardHealth via the Upload Files and
Submit panel. If the demographic maintenance tool is exited before the information is
submitted, the information will be lost and will need to beengered.

If there is a problem with the information entered, an error message will be displayed at the
top of the panel when leaving the page. Correct the error and choose one of the above
choices for continuing to another panel or submitting your information.

15.2Vehicle Information Chart Panel

On the Vehicle Information Chart pan8MV providers are required to maintain current
information for all vehicles anéport any changes to ForwardHedbforethey take effect.

Note: Although changes to vehicle information will immediately display in the demographic
maintenance tool, the changed vehicle or driver information is not considered approved until 10
business days after the information was changed.
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1. ClickVehicle Information Chafitom the navigation links above the current pariéle
Vehicle Information Chart panel will be displayed.

Year Make Model

Vehicle Identification Number (WVIN)*
License Plate Number™

Registration Expiration Date™
Vehicle Year®

Vehicle Make™

Vehicle Model®

Wheelchair Ramp

Wheelchair Lift  *
Cot or Stretcher

Vehicle Information Chart [ 7]

Required fields are indicated with an asterisk (*).

License Plate Number VIN Verified
N

Type changes below.

Add | Cancel |

Pravious MNext Exit

Figure 47 Vehicle Information Chart Panel

15.2.1Adding a Vehicle

To add a vehicle, complete the following steps:

1. Enter all the required information.

2. After all the required information has been added, Adil The page will refresh and the
new vehicle will be added to the list at the top of the panel.
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Vehicle Information Chart ©
Required fields are indicated with an asterisk (*).

Year Make Model License Plate Number VIN Verified
N
2012 Ford Explorer wis3000 ohr123456785fgh12 Y

Type changes below.

Vehicle Identification Number (VIN)®
License Plate Number™

Registration Expiration Date™
Vehicle Year™

Vehicle Make™

Vehicle Model*

Wheelchair Ramp © Yes © No

Wheekhair Lit © Yes © No

Cot or Stretcher Y€

Add | cancel

Previous Next | Exit

Figure 48 New Vehicle Added to List
3. To add any additional vehicles, enter the information for another vehicle.

4. ClickAdd The page will refresh and the new vehicle will be added to the list at the top of the
panel.

If the addition was not successful, an error message will display above the panel indicating
what additional information is required or needs to be changed.

The following messages were generated:
License Plate Number is required.

Vehicle Information Chart

Required fields are indicated with an asterisk (*).

Year Make Model
2012 Ford Explorer

P e S T 3 T T S S o Sy

Figure 49 Example Error Message

Make the needed correction(s) on the panel and Sake
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5.

Registration Expiration Date*™
Vehicle Year*

Vehicle Make*™

Vehicle Model*®

Wheelchair Ramp

Wheelchair Lift

Cot or Stretcher

License Plate Number® “WISC300 <™~~~ 7T

12/31/2020
2012

Ford
Explorer

* Yes " No
* Yes © No
* Yes © No

™ No Longer Applies

Previous

Next

Figure 50 Save Button

September 16, 2024

When finished entering information, one of three options may be chosen:

1 ClickNextto go to the next panel on the list.

1 Click one of the links at the top of the panel to go to any of the other demographic
maintenance tool panels.

1 Click thedUpload Files and Subnhitk above the panel to submit the information. For
information about submitting your updates, refer to tipload Files and Subrsiction

of this guide.

Note: Information is not saved until it is submitted to ForwardHealth via the Upload Files and
Submit panel. If the demographic maintenance tool is exited before the information is
submitted, the information will be lost and will need to beendered.

If there is a problem with the information entered, an error message will be displayed at the
top of the panel when leaving the page. Correct the error and choose one of the above
choices for continuing to another panel or submitting your information.

15.2.2Changing Vehicle Information

To change vehicle information, complete the following steps:

1. Click the row containing the vehicle information to be revised.
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Vehide Information Chart
Required fields are indicated with an asterisk (*).

Year Make Model License Plate Number VIN Verified

2012 Ford Explorer wis3000 ohr123456789fgh12 ol

Type changes below.

Vehicle Identification Number (VIN)*
License Plate Number™
Registration Expiration Date™
Vehicle Year™
Vehicle Make™
Vehicle Model*

Wheelchair Ramp © Yes © No

Wheelchair Lift * Yes‘ No

Cot or Stretcher * Yes T No

Add | camel

Previous Next Exit

Figure 51 Select Vehicle

¢tKS FTAStRa 2y GUKS LI ySt gAtf LI2Lz I GS

Vehicle Information Chart 7]

Required fields are indicated with an asterisk (*).

Year Make Model License Plate Number VIN Verified
2012 FORD EXPLORER WIS3000 GHR123456789FGH12 Y

Type changes below.

Vehicle Identification Number (VIN)* GHR123456789FGH12
License Plate Number™ WIS3000
Registration Expiration Date™ 12/31/2014
Vehicle Year® 2012 —
Vehicle Make® FORD

Vehicle Model® EXPLORER
Wheelchair Ramp © ves © No
Wheelchair Lift © Yes © No
Cot or Stretcher © ves © No

™ No Longer Applies

Save

Previous I Next Exit

Figure 52 Vehicle Selected
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2. Change the necessary information. In this example, the Registration Expiration Date is being
changed.

Registration Expiration Date® 12/31/2015| _

Vehicle Year® 2012
Vehicle Make* FORD
Vehicle Model* EXPLORER

WheelchairRamp © Yes © No
Wheelchair Lift © Yes © No

-~
.

Cot or Stretcher © Yes © No

™ No Longer Applies

Save I

Figure 53 Seizure Training Date Change

3. ClickSaveThe page will refresh and a blank yellow row will be added to the top of the panel.

Vehicle Information Chart

Required fields are indicated with an asterisk (*).

Year Make Model License Plate Number VIN Verified
M
2012 FORD EXPLORER WIS3000 GHR123456789FGH12 ¥
= i, ke e A ol i, e o B o, el i, ol el gt Y e Sty n e b e, e - kA sl e

Figure 54 Vehicle Information Saved

If there are any errors, an error message will be displayed at the top of the panel.

The following messages were generated:
Registration Expiration Date can not be less than today.

Vehicle Information Chart

Required fields are indicated with an asterisk (*).

Year Make Model License Plate Number VIN verified
2012 FORD EXFLORER WIS3000 GHR123456789FGH12 M
e B A e et A AR A pn SN B Y e Rt S S NP S S S BRSSP S S

Figure 55 Save Error

Correct the information indicated in the error message and $iwieto save the
information.

4. When finished entering information, one of three options may be chosen:
1 ClickNextto go to the next panel on the list.

1 Click one of the links at the toptbie panel to go to any of the other demographic
maintenance tool panels.
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1 Click thdUpload Files and Subntitk above the panel to submit the information. For
information about submitting your updates, refer to tipload Files and Subrsiction
of this guide.

Note: Information is not saved until it is submitted to ForwardHealth via the Upload Files and
Submit panel. If the demographic maintenance tool is exited before the information is
submitted, the information will be lost and will need to beendered.

If there is a problem with the information entered, an error message will be displayed at the
top of the panel when leaving the page. Correct the error and choose one of the above
choices for continuing to another panel or submitting your information.

15.2.3Delete a Vehicle

To delete a vehicle, complete the following steps:

1. Click the row containing the vehicle to be deletefbrmation on the selected vehicle will
populate the fields on the panel.

2. Check théNo Longer Appligsox.

Registration Expiration Date* 12/31/2015
Vehicle Year® 2012
Vehicle Make™ FORD
Vehicle Model® EXPLORER
Wheelchair Ramp © Yes © No
Wheelchair Lift © Yes " No
Cot or Stretcher © Yes © No

¥ No Longer Applies & ’ = i
Save | H

Figure 56 Delete Vehicle

The page will refresh and the panels will be blank. The row for the deleted vehicle will remain
on the panel until the change is submitted to ForwardHealth via the Upload Files and Submit
panel.

3. ClickSave

4. Repeat the procedure for any other vehicle to be deleted.

5. When finished entering information, one of three options may be chosen:
1 ClickNextto go to the next panel on the list.

1 Click one of the links at the top of the panel to go to any of the other demographic
maintenance tool panels.
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1 Click thdUpload Files and Subntitk above the panel to submit the information. For
information about submitting your updates, refer to tipload Files and Subrsiction

of this guide.

Note: Information is not saved until it is submitted to ForwardHealth via the Upload Files and
Submit panel. If the demographic maintenance tool is exited before the information is
submitted, the information will be lost and will need to beendered.

If there is a problem with the information entered, an error message will be displayed at the
top of the panel when leaving the page. Correct the error and choose one of the above
choices for continuing to another panel or submitting your information.
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16 Group Panel

The Group panel is only available to Medi@aitblled organizations and clinics.

Introduction » Practice Location Address » Mailing Address » Prior Authorization Address
Financial Informatics Addtonal Information » Medicare Information » Taxonomy
Specialty Change 3 3

Introduction

Required fields are indicated with an asterisk (*).

o Select one of the above links to make updates to your information. When all changes are complete, select the
"Submit® button to complete the change process.

Next Exit

Figure 57 Group Link

1. ClickGroupfrom the navigation links above the current panel. The Group panel will be
displayed.

Required fields are indicated with an asterisk (*).

s Enter or update the individual providers who are working for your organization. Remove any providers no longer working
for the organization.

NPI Provider ID Name Address ZIP ZIP + 4 Taxonomy Provider Type
FIITIFIII0 100000000 DOE, JON 520 MAIN 53711 4545 000L00000X Physician
FFITIFITIZ 100000001 DOE, JANICE E 400 E 3RD 5T 53715 1000 000F00000T Physician

Provider ID= [ Search
Provider Name
Address
City
State
ZIP
ZIP + 4
Taxonomy

Provider Type

Effective Date™

Add Cancel |

Pravious MNexct Exit |

Figure 58 Group Panel
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16.1 Add a Provider

To add an individual Medicaghrolled provider to the organization or clinic, complete the
following steps:

1. Click theSearcHink next to the Provider ID field. The Provider ID Search panel will be
displayed.

Provider ID* Provider ID [Close ]
S
provdr ane
Address
City Provider ID 7777777777
o | e =
ZIP

Figure 59 Provider ID Search Sphnel
2. Enter the Provider ID for the provider to be added.

3. ClickSearchThe Provider ID Search Results panel will populate with the information for the
selected provider.

Provider ID Close

Search ©

Provider ID 7777777777

search clear |
Search Results

NPT Provider ID} Mame ¥ Address City State ZIP ZIP + 4 Taxonomy Bayer Provider Type
FIFIFITIIT 100000006 DOE, JOHN 1212 MAIN ST MADISON WI 53710 2000 200Z00000X Medicaid Physician

Figure 60 Provider ID Search Results Panel

4. Click the row for the selected providéhe Search Results panel will close and the fields on ]
UKS DNRBdzLJ LI ySt gAft LI2LMzZ UGS gAUK UGKS LINE JA

16 Group Panel58



ForwardHealth Portal Demographic Maintenance Tool User Guide

September 16, 2024

for the organization.

NPI Provider ID Name
FIITITIFI0 100000000
FIITIIIFVS 100000001

Provider ID*= 7777777777
DOE, JOHN
Address 1212 MAIN ST
City MADISON
State WI
ZIP 53710
2000
200Z00000X

Provider Type Physician

Provider Name

ZIP + 4

Taxonomy

Effective Date™

DOE, 10N
DOE, JANICE E

Required fields are indicated with an asterisk (*).

Address
520 MAIN

[ Search

Previous |

400 E 3RD 5T

ZIp

53711 4545
53715 1000

Next |

e Enter or update the individual providers who are working for your organization. Remove any providers no longer working

ZIP + 4 Taxonomy

000L00000X
000F00000T

Add

Provider Type
Physician
Phys=ician

| Cancel |

Figure61 DNR dzLJ t | y S¢

the group.

t 2LJdzf | G SR

gAlK

t N2 A RSN A

LYT2NXYIGAZY

In the Effective Datdield, enter the effective date for when the provider is to be added to

ClickAdd The selected provider will be added to the list at the top of the panel.

16 Group Panel59



ForwardHealth Portal Demographic Maintenance Tool User Guide September 16, 2024

Required fields are indicated with an asterisk (*).

e Enter or update the individual providers who are working for your organization. Remove any providers no longer working
for the organization.

NPI Provider ID Name Address zZip ZIP + 4 Taxonomy Provider Type
q 7777777777 100000002 DOE, JOHN 1212 MAIN ST 53710 2000 200Z00000X Physician
7777777770 100000000 DOE, JON 520 MAIN 53711 4545 000L00000X Physician

7777777773 100000001 DOE, JANICE E 400 E 3RD ST 53715 1000 000P00000T Physician

Provider ID* [Search ]
Provider Name

Address

City

State

ZIP

ZIP + 4
Taxonomy
Provider Type

Effective Date™

Add } Cancel I

Previous Next Exit

Figure 62 Provider Added
7. When finished entering information, one of three options may be chosen:
1 ClickNextto go to the next panel on the list.

1 Click one of the links at the top of the panel to go to any of the other demographic
maintenance tool panels.

1 Click theUpload Files and Subnhitk above the panel to submit the information. For
information about submitting your updates, refer to tipload Files and Subrsgction
of this guide.

Note: Information is not saved until it is submitted to ForwardHealth via the Upload Files and
Submit panel. If the demographic maintenance tool is exited before the information is
submitted, the information will be lost and will need to beengered.

If there is a problem with the information entered, an error message will be displayed at the
top of the panel when leaving the page. Correct the error and choose one of the above
choices for continuing to another panel or submitting your information.
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16.2 Remove a Provider

To remove grovider fom the Group panel:

1. Click the row for the provider to be removed from the list at the top of the p&helfields

Qx
N>

2y UKS DNRdzLJ LI ySt ogAfft L2 Lzt S gAUK U0KS
Required fields are indicated with an asterisk (*).
e Enter or update the individual providers who are working for your organization. Remove any providers no longer
working for the organization.
NPI Provider ID Name Address zip ZIP + 4 Taxonomy Provider Type
1234510216 100000960 BIPOLE, ANNA I 1114 HLL 90210 9997 2084P0800X Physician
3541005617 100001275 PHYSICIAN, BILL 789 TEST DR 53711 4561 208D00000X Physician
1451450203 100001281 PHYSICIAN, JM 789 TEST DR $3710 1354 207P00000X Physician
3333333334 100001523 PHYSICIAN, JOHN 159 TEST AVE 53710 1561 207Q00000X Physician
Provider ID® 3541005617 [ Search]
Provider Name PHYSICIAN, BILL %
Address 789 TEST DR
City MADISON
State WI
ZIP 53711
ZIP + 4 4561
Taxonomy 208D00000X
Provider Type Physician
Effective Date™ 12/20/2013
End Date b
Save
Previous ] Next J Exit

Figure 63 Provider Selected

In theEnd Datdield, enter the date when the provider will no longer be part of the group.

3. ClickSaveThe fields on the panel will become blank. Repeat the procedure for any other
providers to be removed from the group. After the changes are submitted, the provider will
be removed from the list once the end date is reached.

4. When finished entering information, one of three options may be chosen:
1 ClickNextto go to the next panel on the list.

1 Click one of the links at the top of the panel to go to any of the other demographic
maintenance tool panels.
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1 Click thdUpload Files and Subntitk above the panel to submit the information. For
information about submitting your updates, refer to tipload Files and Subrsiction

of this guide.

Note: Information is not saved until it is submitted to ForwardHealth via the Upload Files and
Submit panel. If the demographic maintenance tool is exited before the information is
submitted, the information will be lost and will need to beendered.

If there is a problem with the information entered, an error message will be displayed at the
top of the panel when leaving the page. Correct the error and choose one of the above
choices for continuing to another panel or submitting your information.
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17 Group Member Panel

The Group Member panel is available to all individual Medgaimlled providers to enter or
update information about their group affiliations.

Introduction » Individual Information » Practice Location Address » Audit Address

Mailing Address » Prior Authorization Address » Financial Information » Additional Information
License Information » Medicare Information » Taxonomy »JGroup Member|

Upload Files and Submit

e

Required fields are indicated with an asterisk (*).

« Select one of the above links to make updates to your information. When all changes are complete, select the "Submit" button
to complete the change process.

Next Exit

Figure 64 Group Member Link

17 Group Member Paneb3



ForwardHealth Portal Demographic Maintenance Tool User Guide September 16, 2024

1. ClickGroup Membefrom the navigation links above the current panel. The Group panel will
be displayed.

Group Member 2]

Required fields are indicated with an asterisk (*).

e Enter or update the organizations or clinics that you are working for. Remove any that you are no longer working for.

NPI Provider ID) Name Address ZIP ZIP + 4 Taxonomy Provider Type

FIFTITII00 41201600 ((::Elilfl.EE}EENS 2935 EAST AVE S 54601 1234 2610QR0400X Therapy Group

FIFIIVITIT 100000876 HR HOSPITAL 100 HOSPITAL 5T 53718 6545 101YP2500X Hospital

Provider ID™ [ Search

Provider Name
Address

City

State

ZIP

ZIP + 4
Taxonomy

Provider Type

Effective Date™

Add | Cancel |

Previous Next Exit

Figure 65 Group Member Panel

17.1 Add a Group Affiliation

To add a group affiliation, complete the following steps:

1. Click theSearcHink next to the Provider ID field. The Provider ID Searchasudd will be
displayed.

Provider ID* Provider ID [Close ]
N
Provider Name
Address
City Provider ID 1204132017
State search clear
ZIP

Figure 66 Provider ID Search Sphnel

2. Enter the Provider ID for the provider to be added.
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3. ClickSearchThe Provider ID Search Results panel will populate withfdrenation for the
selected provider.

Provider ID [ Close 1

Search

Provider ID 1204132017

search clear |

Search Results
NPI ¢ Brovider ID Name Address City State ZIE ZIE + 4 Taxonomy Bayer Brovider Type
1204132017 100000831 ASC OF MADISON 651 RANDOM AVE MADISON  WI 53711 3120 261QA1903X Medicaid Ambulatory Surgical Center (ASC)

Figure 67 Provider ID Search Results Panel

4. Click the row for the selected provid&he Search Results panel will close, and the fields on )
UKS DNRdzZLJ aSYOSNJ LI ySt oAttt LR2LIzZ IS oAUK UK

Required fields are indicated with an asterisk (*).

+ Enter or update the organizations or clinics that you are working for. Remove any that you are no longer working for.

NPI Provider ID Name Address ZIP ZIP + 4 Taxonomy Provider Type
CHILDRENS

FIFFTFITO0 41201600 CENTER 2935 EAST AVE S 54601 1234 261QR0400X Therapy Group

FIFFFFITIT 100000876 HRHOSPITAL 100 HOSPITAL ST 53718 6545 101YP2500X Hospital

Provider ID® 1204132017 [ Search
Provider Name ASC OF MADISOM
Address 651 RANDOM AVE
City MADISON
State WI
ZIP 53711
ZIP+ 4 3120
Taxonomy 2610QA1903X
Provider Type Ambulatory Surgical Center (ASC)

Effective Date™

Add | Cancel |

Pravious | Next | Excit

Figure68 DNR dzLJ aSYOSNJ t I y St t 2LJddzf SR 6AGK DNRdAzZLIQa LY F2NXNIGAZ2Y

5. In theEffective Datdield, enter the effective date for when the group affiliation is to be
added to the provider.

6. ClickAdd The selected group affiliation will be added to the list at the top of the panel.
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Required fields are indicated with an asterisk (*).

o Enter or update the organizations or clinics that you are working for. Remove any that you are no longer working for.

NPI Provider ID Name Address zip ZIP + 4 Taxonomy Provider Type
Ambulatory Surgical
» 1204132017 100000831 ASC OF MADISON 651 RANDOM AVE S3711 3120  261QA1903X Center (ASC)
7777777773 41201600  CepRe 2935 EAST AVE S 54601 1234  261QRO400X Therapy Group
7777777773 100000876 HR HOSPITAL 100HOSPITAL ST 53718 6545 101YP2500X Hospital
Provider ID* [Search ]

Provider Name
Address

City
State
ZIP
ZIP +4
Taxonomy
Provider Type
Effective Date™
Add | Cancel
Previous Next Exit

Figure 69 Group Affiliation Added
7. When finished entering information, one of three options may be chosen:
1 ClickNextto go to the next panel on the list.

1 Click one of the links at the top of the panel to go to any of the other demographic
maintenance tool panels.

1 Click thedUpload Files and Subntitk above the panel to submit the information. For
information about submitting your updates, refer to tipload Files and Subrsiction
of this guide.

Note:Information is not saved until it is submitted to ForwardHealth via the Upload Files and
Submit panel. If the demographic maintenance tool is exited before the information is
submitted, the information will be lost and will need to beendered.

If there is a problem with the information entered, an error message will be displayed at the
top of the panel when leaving the page. Correct the error and choose one of the above
choices for continuing to another panel or submitting your information.

17.2Remove a Group Affiliation
To remove a group affiliation from the Group Member panel:

1. Click the row for the group affiliation to be removed from the list at the top of the panel.
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The fields on the panel will populate with the information for the selected group affiliation.

Coomppamr

Required fields are indicated with an asterisk (*).

o Enter or update the organizations or clinics that you are working for. Remove any that you are no longer working for.

NPI Provider ID Name Address zip ZIP + 4 Taxonomy Provider Type
Ambulatory Surgical
1204132017 100000831  ASC OF MADISON 651 RANDOM AVE 53711 3120  261QA1903X sy o
=y 7777777773 41201600 SR 2935 EAST AVE S 54601 1234  261QRO400X Therapy Group
7777777777 100000876  HR HOSPITAL 100 HOSPITAL ST 53718 6545  101YP2500X Hospital

Provider ID® 7777777773 [ Search ]
Provider Name CHILDRENS CENTER
Address 2935 EAST AVE S
City LACROSSE
State WI
ZIP 54601
ZIP +4 1234
Taxonomy 261QR0400X
Provider Type Therapy Group

Effective Date® 01/01/2000

End Date _

Save

Previous Next Exit

Figure 70 Group Affiliation Selected

2. In theEnd Datdield, enter the date when the provider will no longer be affiliated with the
group.

3. ClickSave

The fields on the panel will become blank. Repeat the procedure for any other group
affiliations to be removed. After the changes are submitted, the group affiliation will be
removed from the list once the end date is reached.

4. When finished entering information, one of three options may be chosen:
1 ClickNextto go to the next panel on the list.

1 Click one of théinks at the top of the panel to go to any of the other demographic
maintenance tool panels.

1 Click thdUpload Files and Subntiitk above the panel to submit the information. For
information about submitting your updates, refer to tpload Files and Subrsiction
of this guide.
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Note: Information is not saved until it is submitted to ForwardHealth via the Upload Files and
Submit panel. If the demographic maintenance tool is exited before the information is
submitted, the information will be lost and will need to beentered.

If there is a problem with the information entered, an error message will be displayed at the
top of the panel when leaving the page. Correct the error and choose one of the above
choices for continuing to another panel or submitting your information.
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18 NPI Subpart Information Panel

On the National Provider Identifier (NPI) Subpart Information panel, hospitals may provide NPI
subpart numbers té-orwardHealthProviders are required to provide ForwardHealth with only
those NPI subparts that represent hospital units that are not separately enrolled in Wisconsin
Medicaid. ForwardHealth uses NPI subparts as additional identifiers that are linked to the
hospital'senroliment.

The NPI Subpart Information panel is only available to hospital providers.

Introduction » Practice Location Address » Mailing Address » Prior Authorization Address
Fi Additional Information » Medicare Information » Taxonomy
Pl Subpart Information » Mpload Files and Submit

Introduction ) I

Required fields are indicated with an asterisk (*).

e Select one of the above links to make updates to your information. When all changes are complete,
select the "Submit" button to complete the change process.

Next Exit

Figure 71 NPI Subpart Information Link

1. ClickNPI Subpart Informatidginom the navigation links above the current panel from the
navigation links above the current panel. The NPI Subpart Information panel will be
displayed.

3
NPI Subpart Information @

Required fields are indicated with an asterisk (*).
*** No rows found ***

Type changes below.

NPI Subpart Number®
Associated Taxonomy™
Add

Previous Exit

Figure 72 NPI Subpart Information Panel

18.1 Add a National Provider Identifier Subpart

To add a NPI subpart, complete the following steps:

1. Enter the subpart number to be added in the NP1 Subpart Number field.
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2.

Enter the taxonomy number associated with the NPI subpart in the Associated Taxonomy
field.

ClickAdd A row containing the NPI subpart will be added at the top of the panel.

F ] N

NPI Subpart Information 2
Required fields are indicated with an asterisk (*).

NPI Subpart Number Associated Taxonomy

1000000000 282N00000X

Type changes below.
NPI Subpart Number®
Associated Taxonomy™
Add
Previous Exit

Figure 73 NPI Subpart Information Panel with Added Row
When finished entering information, one of three options may be chosen:
1 ClickNextto go to the next panel on the list.

1 Click one of the links at the top of the panel to go to any of the other demographic
maintenance tool panels.

1 Click thedUpload Files and Subntitk above the panel to submit the information. For
information about submitting your updates, refer to tipload Files and Subrsiction
of this guide.

Note: Information is not saved until it is submitted to ForwardHealth via the Upload Files and
Submit panel. If the demographic maintenance tool is exited before the information is
submitted, the information will be lost and will need to beendered.

If there is a problem with the informati@ntered, an error message will be displayed at the
top of the panel when leaving the page. Correct the error and choose one of the above
choices for continuing to another panel or submitting your information.

18.2 Delete a National Provider Identifier Subpart

To delete an NPI subpart, complete the following steps:

1.

Click the row containing the NPI subpart to be deletéa. NPI subpart information will
populate the fields on the panel.

ClickDelete The NPI subpart information will be removed from the panel.
When finished entering information, one of three options may be chosen:

1 ClickNextto go to the next panel on the list.
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1 Click one of the links at the top of the panel to go to any of the other demographic
maintenance tool panels.

1 Click thdUpload Files and Subntitk above the panel to submit the information. For
information about submitting your updates, refer to tipload Files and Subrsiction
of this guide.

Note: Information is not saved until it is submitted to ForwardHealth via the Upload Files and
Submit panel. If the demographic maintenance tool is exited before the information is
submitted, the information will be lost and will need to beendered.

If there is a problem with the information entered, an error message will be displayed at the
top of the panel when leaving the page. Correct the error and choose one of the above
choices for continuing to another panel or submitting your information.
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19 Home Health Personal Care
Agency Personnel Information

On the Personnel Information panels, home health and personal care agencies are required to
report personnel information to ensure appropriate licensigporting EVV workers in this
panel is optional.

The Personnel Information panel is only available to home health and personal care agency
providers.

Figure 74 Personnel Information Link

1. ClickHome Health Personal Care Agency Personnel Infornfadiorthe links above the
current panel. The Home Health/Personal Care Agency Personnel Information panel will be
displayed.

19Home Health Personal Care Agency Pers
Information 72














































































































































































