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1 Introduction

A Remittance Advice (RA) provides important information about the processing of claims and
adjustment requests as well as additional financial transactions, such as refunds or recoupment
amounts withheld. ForwardHealth provides electronic RAs to providers through their secure
ForwardHealth Portal accounts when at least one claim, adjustment request, or financial
transaction is processed. An RA is generated regardless of how a claim or adjustment is
submitted (electronically or on paper).

Remittance Advices are accessible to providers in a text (.txt) or comma-separated values (CSV)
format via their secure Portal accounts.

1 Introduction 1
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2 Access the Remittance Advices
Page

1. Access the ForwardHealth Portal at https://www.forwardhealth.wi.gov/.
/& ForwardHealth [=Eim=)|

(AT ‘ i https://www.forwardhealth.wi.gov/WiPortal/Default.aspx - % |‘7| X ‘ | HP Intranet Search 2 |
v i | i ForwardHealth Portal | | - v % v [JPage v {F Tools ~ @~ LA @ 7 ~

wisconsin.gov home state agencles subject directory department of health services

ForwardHealth e

isconsin serving you
Welcome = August 18, 2011 2:38 PM
’ Login

Providers Members

m

Register for E-mail Subscription * Member Information

Welcome to the ForwardHealth Portal
Provider-spacific Resources & Find = Brovider

Become a Frovider * Member Contacts

The ForwardHealth Portal serves as the interface to ForwardHealth

# Online Handbaoks interChange, the new Medicaid Management Information System for
* Fee Schedules the state of Wisconsin. Through this portal, providers, managed care
s Certification Packets organizations, partners, and trading partners can electronically and
o securely submit, manage, and maintain health records for members Partners
® Trainings under their care. This Portal also provides users with access to the
* Wisconsin Administrative Code current health care information available. + Find  Provider

ForwardHealth Enrollment Data # Related Programs and Services

Health Care Enrollment

Provider Recertification .

Certification Tracking Search | . i o a2
E o % Trading Partners
A " A A 3 — 3 b

Py g _/ # Trading Partner Profila
Managed Care Providers Managed Partners Trading Members * PES
Care Partners # Companion Decuments
+ Related Programs and Services Organization

References and Tools

ForwardHealth Enrcllment Data

Health Care Enrollmant Hot Topics

4 [ 3

@ Internet | Protected Mode: Off #®100% ~

Figure 1 ForwardHealth Portal Page

2. Click Login. The ForwardHealth Portal Login box will be displayed.

2 Access the Remittance Advices Page 2
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ForwardHealth Portal Login:

Username

Password

+ Logging in for the first time?
+ Forgot your password?
& Account Users Guide

Figure 2 ForwardHealth Portal Login
Enter your username.

Enter your password.

Click Go! The secure Provider page will be displayed.

2 Access the Remittance Advices Page 3
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wisconsin.gov home state agencles subject directory department of health services

/’_\ interChange Welcome » August 23, 2011 1:50 PM
ForwardHealth o pedds

Wisconsin serving you

Home | Search Enrollment | Claims PriorAuthorizationIRemittanceAdvicesITradeFiIes HealthCheck

Max Fee Home | Account | Contact Information | Online Handbooks | Site Map | Certification

You are logged in with NPI: 0987654321, Taxonomy Number: 100N00000X, Zip Code: 54449, Fomm——
Financial Payer: Medicaid

=

Providers
4

What's New? Home Page

. . . . . . * Update User Account
Providers can improve efficiency while reducing overhead and paperwork by using real-

L - - - - . - - - i
\5 time applications available on the new ForwardHealth Portal. Submission and tracking of Customize Home Page
@ | claims and prior authorization requests and amendments, on-demand access to # Demaographic Maintenance
remittance information, 835 trading partner designation, and instant access to the ® Electronic Funds Transfer

most current ForwardHealth information is now available.

NEW HIPAA Version 5010 and NCPDP Version D.0 Upgrade Information. Quick Links
NEW HIPAA Version 5010 Companion Guides and NCPDP Version D.0 Payer Sheet.
NEW HIPAA Version 5010 Testing Packets.

NEW Register for E-mail Subscription.

# Register for E-mail

Subscription

# Provider-specific

* New Rate Reform Part 3 Ideas/Recommendations Requested. Resources
* Incentive Payments. . . Are you Eligible? ® Designate 835 Receiver
* ForwardHealth System Generated Claim Adjustments * Online Handbooks

# ForwardHealth Updates

Fee Schedules

® Forms

Messages 2 e Become = Provider
Date Expiration # Certification Tracking
Category Subject Sent Date Remove Search
Alert ForwardHealth Electronic Funds Transfer: Motice of EFT Account In  07/28/2011 08/27/2011 [ e Training Listing
Remave ® Explanation of Benefits
(EOBs)
* MAC

) # SBES User Guide
Claims @
Student Roster File Format

From Date To Date

ICN Me rID of Seryice of Servi Claim Type tus Amount Bil

Figure 3 Secure Provider Page

6. Click Remittance Advices on the main menu at the top of the page. The Remittance Advices
page will be displayed.

Note: The Remittance Advices option is displayed for administrative accounts or for clerk
accounts that have been assigned the Remittance Advice role. For information about adding
the Remittance Advice role to a clerk account, refer to the ForwardHealth Provider Portal
Account User Guide, which is located on the Portal User Guides page of the Portal.

2 Access the Remittance Advices Page 4
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Remittance Advices

ForwardHealth offers providers and MCOs two different options for obtaining their remittance advices
electronically. From this page, users will be able to select the electronic RA format that best suits their

needs.

The official version of the remittance advices will continue to be maintainaed within the ForwardHealth
databases.
R T S T T L

Text Report Format (.bxt)

Use the following link to access remittance advices in text format. Users will be able to select which
specific RA they would like to download or view. Text report formatted remittances are available for
the past 121 days.

s« Download or view remittance advices in a text (.txt) report format

Comma-Separated-Values Format (.csv)

Use the following links to access remittance advices in CSV format. Users will be able to select
which specific RA they would like to download. Users will also be able to choose which sections of
the RA they would like to include in the download file. A provider or MCOs last 10 remittance
advices will be available in CSV format.

o Download remittance advices in a CSV (.csv) report format

s View the RA User Guide

e View the CSV file User Guide

e View EOB codes and descriptions

Figure 4 Remittance Advices Page

The Remittance Advices page displays the following links:

Download or view remittance advices in a text (.txt) report format — Allows users to view
or download .txt copies of RAs from the past 121 days.

Download remittance advices in a CSV (.csv) report format — Allows users to download
their ten most recent RAs in a CSV format.

View the RA User Guide — Allows users to access basic information about using RA
functionality on the Portal.

View the CSV file User Guide — Allows users to access basic information about using the
CSV file containing their RA information. The CSV format is accepted by several computer
software programs, including Microsoft® Office Excel and Microsoft® Office Access.

View EOB codes and descriptions — Allows users to access a list of Explanation of
Benefits (EOB) codes and descriptions. A list of all the EOB codes used for an RA will be

2 Access the Remittance Advices Page 5
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displayed at the end of the RA. In .txt files, the EOB codes and their descriptions will be
listed. In CSV files, only the EOB codes will be listed.

Note: Users who change their Portal account password should not access their RAs for at
least 30 minutes after the password change.

2 Access the Remittance Advices Page 6
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3 View Remittance Advices in Text
Report Format

1. Inthe “Text Report Format (.txt)” section, click Download or view remittance advices in a text
(.txt) report format.

Text Report Format (.txt)

Use the following link to access remittance advices in text format. Users will be able to select which
specific RA they would like to download or view. Text report formatted remittances are available for
the past 121 days.

+ Download or view remittance advices in a text (.txt) report format

e it | b I A s ran i AP et P st o

Figure 5 Text Report Format (.txt) Section

The OnBase Document Viewer showing the most recent RAs for the logged in account will
open in a separate window.

B hitp://172.301033/WIPortal2/Subsystern, S\

File Edit
% EfConvert v [FiSelect x @ snagt B B

View Favorites Tools Help

DocumentID  Description
1460090 11/12/2015 - CRA-BANN-R: Remittance Advices - PHI - TXIX - 1667378 - cooooooo MCD

Figure 6 OnBase Document Viewer

3 View Remittance Advices in Text Report Format 7
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2. Click the RA you wish to view. A File Download window will be displayed.

Do you want to open or save this file?

Name: OnBaseTempFile_201108301100550860_944050.tut
_I Type: Text Document, 5.92KB
From: 192.57.192.139

Cpen ][ Save ][ Cancel J

l--' While files from the Intemet can be useful, some files can potentialy
harm your computer. f you do not trust the source, do not open or
save this file. What 's the rishk?

Figure 7 File Download Window

3. Choose to either open or save the RA.

Click Open to view the RA without saving. The RA text report will be displayed in a
separate window. Refer to the example RA text report below.

3 View Remittance Advices in Text Report Format 8
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e Click Save to save the RA for record-keeping purposes. A Save As window will be
displayed.

Save As M

Bl Deskiop » v | *4 |l Search

‘ Organize v o= ~ I Mew Folder

Favorite Links Name Size Type Date medified -

[ Documents J l  shared Folder ] Public
More |“i i
Folders A ] !-H'.
Computer | Metwork
Bl Desktop . -

E_m

m

File name: OnBaseTempFile_201108301100550360_944050 bt -

|| Save as type: | Text Document VI

4 Hide Folders

Save ] l Cancel ]

e

Figure 8 Save As Window

o Choose a location on your computer or network to save the RA.

3 View Remittance Advices in Text Report Format 9



ForwardHealth Provider Portal

Remittance Advice User Guide

April 8, 2016

o Click Save. The Download Complete window will be displayed.

Download complete _ E@g

&
W

.=

Download Complete

OnBaseDocViewer.aspx from 192,57.192,139

Downloaded: 6.92KB in 1sec
Download to:
Transfer rate: 6.52KB/Sec

[ Cloze this dizlog box when download completes

.. OnBaseTempFile_201108301100550360_34405..

Open ] [Ope.-n Folder ] [ Close ]

Figure 9 Download Complete Window

o Click Open.

The RA text report will be displayed in a separate browser window.

ﬂ OnBaseTempFile_201603041321010311_1460090.txt - Notepad

P

File Edit Format View Help

REPORT:  CRA-CDDN-R
RA#: 1667378
PAYER:  TXIX

GROUP HEALTHCOOPERATIVE OF
PO BOX BEG1D

PAYER: TXIX

GROUP HEALTHCOOPERATIVE OF
PO BOX B8B619

S50UTH CENTRAL WISCON
MILWAUKEE, WI 53288

TRANSACTION PAYOUT
NUMBER AMOUNT

FORWARDHEALTH
WISCONSIN FORWARDHEALTH
PROVIDER REMITTANCE ADVICE

COMPOUND DRUG CLAIMS DENIED

SOUTH CENTRAL WISCON CHECK/EFT NUMBER 000000000
MILWAUKEE, WI 53288 PAYMENT DATE 11/13/2015 |

——ICN-—- RX NO. PRESCRIBING PROV UD DAW SUB LVL EFF SERVICE DATE  QUANTITY BILLED AMOUNT  OTH INS AMT  SPENDDOWN
MEMBER NAME: ABC SMIT MEMBER NO.: 0123456789
2215316001002 3121231 NPI 1770599953 0 0 1111 2.000 2.00 0.00 0.00
HEADER EOBS: 1392

METRIC BILLED

NDC DESCRIPTION qry AMOUNT PA NUMBER DETAIL EOBS

00781703939 TRIAMCINOLONE ACETONIDE 1.000 1. 1144
1.000 1.00 1144
TOTAL COMPOUND DRUG CLAIMS DENIED: 2.00 0.00 0.00

TOTAL NO. DENIED: 1
REPORT:  CRA-TRAN-R FORWARDHEALTH INTERCHANGE DATE: 11/12/2015

RA#: 1667378 WISCONSIN FORWARDHEALTH PAGE : 3

PROVIDER REMITTANCE ADVICE
FINANCTAL TRANSACTIONS

REASON SERVICE DATE
CODE FROM THRU

RELATED
PROVIDER ID

INTERCHANGE

>

DATE: 11/12/2015
PAGE : 2

PAYEE ID 69000130 MCD
NPI

PAYEE ID 69000130 MCD
NPI

CHECK/EFT NUMBER 000000000
PAYMENT DATE 11/13/2015

< |

Figure 10 RA Text Report

The RA text report will usually open in Notepad, the default text viewing and editing program
for most computers; however, the report may be opened in any text program.

3 View Remittance Advices in Text Report Format 10
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3.1 Format the Remittance Advices Text File

To properly view and print the RA text file, you may need to make some formatting adjustments.
These adjustments can be made in any text editing program; however, the examples below use
Notepad.

1. From the main menu at the top of the browser window, click Format. The Format drop-down
menu will be displayed.

Format | View Help
Word Wrap

Font... {:‘&

Figure 11 Format Drop-down Menu

2. Ensure that there is not a checkmark next to Word Wrap. If there is a checkmark next to
Word Wrap, select Word Wrap to uncheck the option.

3. From the Format drop-down menu, select Font.

Format | View Help
Word Wrap

Font... L}

Figure 12 Format Drop-down Menu

The Font window will open.

Lucida Console

- | (S
(} Lucida Fax falic

)} Lucida Handwriting Bold

} Lucida Sans []| |Bold kalic
)} Lucida Sans Typewrite

} Lucida Sans Unicode

)} LuzSans Bold &

Figure 13 Font Window

4. Select Lucida Console as the font type if it is not already selected.

3 View Remittance Advices in Text Report Format 11
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Note: You may select any non-proportional (fixed-width) font type. A proportional font type
such as Times New Roman has varying character widths and will not allow the text file to be
properly aligned.

5. Change the Size to 8.

6. Click OK.

7. From the main menu at the top of the browser window, click File.

File | Edit Format View Help

Mew
Open...
Save
Save As...

Page Setup...
Print...

Exit

Ctrl+M
Ctrl+0
Ctrl+5

I} Ctrl+P

Figure 14 File Drop-down Menu

8. From the File drop-down menu, select Page Setup. The Page Setup window will open.

Page Setup

Faper

Size:

Source:

Crientation

(@ Portrait

[Lei'ta'

[

Margins (inches)
Left: 0.75

(7 Landscape

Top:

Figure 15 Page Setup Window

9. Under Orientation, click Landscape.

10. Click OK.

3 View Remittance Advices in Text Report Format 12
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11. To print the file, select Print from the File drop-down menu.

If you wish to have numbered pages, open the RA in a word processing program such as

Microsoft® Office Word and, after making the same formatting changes as detailed above for
the text file, add page numbers to the RA.

3 View Remittance Advices in Text Report Format 13
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4 Download Remittance Advices in a
Comma-Separated Values Report
Format

A CSV file is a specially formatted plain text file which stores information in a format that can be
easily imported into a spreadsheet or database.

Note: If you receive an error message or are unable to access the report, refer to Section 6
Configure Web Browser for instructions on setting up your web browser.

1. From the “Comma-Separated-Values Format (.csv)” section of the Remittance Advices page,
click Download remittance advices in a CSV (.csv) report format.

Comma-Separated-Values Format (.csv)

Use the following links to access remittance advices in CSV format. Users will be able to select
which specific RA they would like to download. Users will also be able to choose which sections of
the RA they would like to include in the download file. A provider or MCOs last 10 remittance
advices will be available in C5V format.

+ Download remittance advices in a CSW (.csv) report format

+ View the RA User Guide

« View the CSV file User Guide

+ View EOQOB codes and descriptions

Figure 16 Comma-Separated-Values Format (.csv) Section

The Download RA page will be displayed.

4 Download Remittance Advices in a Comma-Separated
Values Report Format 14
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[oomonaa o)

ForwardHealth offers the 10 latest Remittance Advices (RAs) for download in @ Comma-Separated-Values (C5V)
format. Users have the option to download the full RA or to select specific sections to include in the CSV file.

To download an RA in CSV format:

¢ Select an RA to download from the list below
+ Select "All" to download the full RA
—

Select the specific RA section you would like included in the file

s Click submit and save {or open) the CSV.

Remittance Advices

BA Number RA Dats Check/EFT Mumber Banner Messages
311952 06/22/2010 000000000 7 messages
311700 05/17/2010 000000000

311683 05/13/2010 000055667

311590 05/03/2010 000055611
311028 03/08/2010 000055383
310926 02/25/2010 000055332
310882 02/159/2010 000055319

Select an RA section to download:

[¥] i [T summary [[IMedicare Crossover - Professional Claims
[l Payment [[J1inpatient Claims [[IMedicare Crossover - Institutional Claims
[l Payment Hold [[outpatient Claims [l Compound Drug Claims
[Iservice Codes [[IProfessional Service Claims [|Drug Claims
[CIFinancial Transactions [|Long Term Care Claims [[IDental Claims
Submit Cancel

Figure 17 Download RA Page
On the Download RA page, users can choose to download their 10 most current RAs.

If there is a banner message(s) for an RA, users can click the button in the Banner Messages
column to view the message(s).

2. Click the row of the RA you wish to download. In the “Select an RA section to download”
section, the All box is checked by default. The entire RA will be downloaded if this option is
checked.

3. To download parts of the RA, uncheck the All box and check the box for the parts of the RA
you wish to download.

4 Download Remittance Advices in a Comma-Separated
Values Report Format 15
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WMWW}WMWWW

Remittance Advices

RA Number RA Date Check/EFT Humber Banner Messages
311952 06/22/2010 000000000 m
311700 05/17/2010 000000000

311683 05/13/2010 0O0DOS5667

311590 05/03/2010 0ODO55611

311028 03/08/2010 000055383

310926 02/25/2010 000055332

310882 02/19/2010 0ODO55319

Select an RA section to download:

[T Al [¥] summary [[IMedicare Crossowver - Professional Claims
[Clpayment [7lInpatient Claims [[IMedicare Crossover - Institutional Claims
[[] payment Hold [¥] outpatient Claims [“] compound Drug Claims
[[Iservice Codes [“1 Professional Service Claims [C|Drug Claims
[CIFinancial Transactions [|Long Term Care Claims [[IDental Claims
Submit Cancal

Figure 18 Remittance Advices and Select an RA Section to Download Sections

4. Click Submit. The File Download window will be displayed.

Do you want to open or save this file?

[f;' Name: 311700.csv
[ d, .

Type: Microsoft Office Excel Comma Separated Values ...
From: 192.57.192.139

Cpen ][ Save ][ Cancel J

ham your computer. f you do not trust the source, do not open or

|@ While files from the Intemet can be useful, some files can potentially
L.
= save this file. What s the risk?

Figure 19 File Download Window

Note: You must save the file in order to properly download and format it as a spreadsheet
document.

5. Click Save. The Save As window will be displayed.

4 Download Remittance Advices in a Comma-Separated
Values Report Format 16
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Favorite Links Date modified

E Documents ) Public

More »

Folders

-

File name: 311700.csv

Save as type: | Microsoft Office Excel Comma Separated Values File

' Hide Folders

Figure 20 Save As Window
6. Choose a location on your computer or network to save the RA.

7. Click Save. The file will download. Depending on the size of the RA file, the download could
take several minutes. Once the file is downloaded, the Download complete window will be
displayed.

4 Download Remittance Advices in a Comma-Separated
Values Report Format 17
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(S S

Download complete

/¥
=

Download Complete

311700.csv from 192,57.192.139
_——————————————————————
Downloaded: 10.0KBin 1sec

Download to: ChUsersshzenp P Deslktop™ 311700 .cav

Transfer rate: 10.0KB/Sec

[ Cloze this dialog box when download completes

Close

Open | | Open Folder | |

Figure 21 Download Complete Window
Click Open. The CSV file will open in a new window.

Note: The examples below use Microsoft® Office Excel 2007. If you are using another
program, consult the Help function of your specific program for instructions on how to
import the file.

AR 11700.c5v - Microsoft Exc o=l
| [Ss 12 Home Insert Page Layout Formulas Data Review View Developer Add-Ins Acrobat @ - =7 X
'Tﬂj # o Ta A== §‘|@/"| @ General = ﬁConditional Formatting ~ || 5= Insert ~ E - ? !ﬁ
- By - |'$ - % » ||| ¥ Format as Table = 5% Delete - || (@]~ -
e ||m L A= == BB | B censyies- [l Fomat - || 2+ Fiter+ sect+
Clipboard ™= Font (F] Alignment F] Number ™= Styles Cells Editing
AL -~ fe| RAH %
A |l 8 | ¢ | o | e | e | & [ w [ o T 1 | xk | o [ m | n [F
1 |RA#H 10 Check/EF Payment Payor MPI Payee ID Payee Ty; Provider | Provider ., Provider . Provider ! Provider! Provider Zi
2 311700 10 0 05/21/201 TXIX 30038200 MCD MNORTHW 2405 NOR KENMNETH RACINE Wi 53404-
3 [RAH 30 SVC Code Description
4 311700 30 99203 OFFICE/OUTPATIENT VISIT, NEW
5 |[RAH 60 ICN Claim Sta Detail# Member| Member | Member | PCN MRN Adjustme From DOS To DOS  Billed A 4
6 (RA# 60 ICN Claim Sta: Detail# Member| Member | Member | PCN MRMN Adjustme Previous From DOS To DOS |
7 |RA# 60 ICN Claim Sta: Detail # Member| Member | Member | PCN MRMN Adjustme Proc Code Modifier
8| 311700 60 2.21E+12 P 0 MANUALC TESTK 9.01E+09 N 02/23/201 02/24/201 a
9 311700 60 2.21E+12 P 1 MAMNUAL: TESTK 9.01E+09 N 99205
10 311700 60 2.21E+12 P 2 MAMNUALL TESTK 9.01E+09 N 99203 3
11 |[RA# 160 Net Payrm NetPaym NetPaym Net Earni Net Earni Met Earnings (YTD) 3
12 311700 160 0 300.08 945.62 0 300.08 945.62
13 RA# 170 Claims Pa Claims Pa Claims Pa Claims Pa Claims Pa Claims Pa Claims Ac Claims Ac Claims Ac Claims Ac Claims Ac Claims Ac 7
14 311700 170 1 0 3 300.08 10 1043.33 o 0 0 0 1 o
15 |[RA# 180 Claims Pa Claims Pa Claims Pa Capitatiol Capitatiol Capitatiol Nurse Aic Nurse Aic Nurse Aic L1 Reimbi L1 Reimbi L1 Reimb |
16 311700 180 o 300.08 1043.33 0 0 i} o 1] o o 0 0
17 RA# 190 Claim Spe Claim Spe Claim Spe Non-Clair Non-Clair Mon-Claim Specific Refunds (YTD Amt)
13 311700 130 0 0 0 o 0 -0.00
19 |[RA # 200 Voids (Cu Voids (M Voids (YTD Amt)
20 311700 200 0 0 -0.00
21
22
w
M A b 311700 A FJ T o ]
Ready | EEE] = +

Figure 22 CSV File

4 Download Remittance Advices in a Comma-Separated
Values Report Format 18
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4.1 Format the Comma-Separated Values File

In order to properly read the CSV file, you will need to import the file into a spreadsheet or
database program and format it.

1. Open a blank spreadsheet.

2. Inthe menu bar at the top of the screen, click Data. The Data menu will be displayed.

Cia = —

Home Insert Page Layout Formulas Data Review View Developer Add-Ins Acrobat @ - 8 X

@From Access - '51 Bl @ Connections AL i Clear E_‘g =4 pata validation ~ || % Group ~ =
B | S | 12 0l 2] | =

g From Web

A7 Properties -'{_, Reapply [ Consolidate ~@ Ungroup =
From Other Existing Refresh Zi Sort Filter Textto Remove
i FromText | sources= | Connections || All- = Edit Links A 03 ndvanced || Columns Duplicates =9 What ¥ Analysis ~ || & subtotal
Get External Data Connections Sort & Filter Data Tools Qutline
Al - fe |

al

]| «

a | 8 | ¢ | o | e | ¢ | & | w | o I 3 | « | o ] m | n

WD (o |~ |on(Ln | B |w (p |

A= Al ==
HO\DDO\JU\G&WNI-‘O
1[I

22

-

4 4+ ¥ Sheetl /Sheet? ./ Sheetd . 7d [ m L0
Ready | ] 100% (5——0——(H

Figure 23 Blank Spreadsheet

3. Click From Text located on the left of the Data menu. The Import Text File window will open.

4 Download Remittance Advices in a Comma-Separated
Values Report Format 19
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Favorite Links Type Date mod *
E Documents E_%]Bll?ﬂﬂ.m 11 KB Microsoft Office E... 9/8/2011

% Recently Changed
75 Recent Places
B Desktop

& Computer

E Andrea Krebs
E| Pictures

E‘ Music

E Searches

Ji Public

A | 3

File name: 311700.csv - [Tesd Files {* pm;” ;" cav) v]

Tools v | mpot | [ Cancel |

Figure 24 Import Text File Window
4. Navigate to the location where you saved the CSV file and select the file.

5. Click Import. The Text Import Wizard — Step 1 of 3 window will be displayed.

4 Download Remittance Advices in a Comma-Separated
Values Report Format 20
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Text Import Wizard - Step 1 of 3 @g“

The Text Wizard has determined that your data is Fixed Width,

If this is correct, choose Mext, or choose the data type that best describes your data.
Original data type

Choose the file type that best describes yvour data:

I- | Delimited - Characters such as commas or tabs separate each field. I
wed width; - Fields are aligned in columns with spaces between each field.

Startimport at row: | 1 ! File grigin: 437 : OEM United States -]

Preview of file C:\Usersthzenp7\Desktop311700.csv.

11'?00, 010, 000000000, 0572172010, THIX, , 30038200, MCD, NORTHWESIE | il
RA §, 030, 5VC Code, Description

211700, 030, 53203, "OFFICE/OUTPATIENT VISIT, HEW™

g, 080, ICN, Claim Status, Detail £, Member Last Name, Member First Mg =

3
= Back [ Mext = J[ Einish

Figure 25 Text Import Wizard — Step 1 of 3 Window

In the “Original data type” section, click Delimited.

Click Next. The Text Import Wizard — Step 2 of 3 window will be displayed.

Text Import Wizard - Step 2 of 3 @g“

This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview
below.

Delimiters

Tab

[ semicolon [] Treat consecutive delimiters as one
[Z] space
[T other:

Text qualifier: |© E

Data preview

£, 010, Check/EFT Number, Payment Date, Payor, NPEI, Payee ID, Payee Typd *
11700, 010, 000000000, 05/21,/2010, TIXIX, , 30038200, MCD, NOR'I‘HW'ES'IERN}IED|_|

g, 030, SVC Code, Description Bl
11700, 030, 95203, "OFFICE/OUTPATIENT WISIT, MEW"

g, 080, ICH, Claim Status,

Detail &, Member Last Name, Member Firat N
4«

Cancel l[ < Back l[

Einish

[

Figure 26 Text Import Wizard — Step 2 of 3 Window
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8. Check the Comma box.
9. Clear any additional boxes that are checked.

10. Click Next. The Text Import Wizard — Step 3 of 3 window will be displayed.

This screen lets you select each column and set the Data Format.

Column data format

@ General
_ 'General' converts numeric values to numbers, date values to dates, and all
() Text remaining values to text.

o o[

") Do not import column {skip)

Data preview

epnersl eperal

Check/EFT Number | Fayment Date &
010 | 000000000 05/21/2010 |_|
030 | 5VC Code Description TN
030 | 95203 DFFICE/CUTPATIENT VISIT, NEW

ICH Claim Status -

3
Cancel ] [ < Back

e

Figure 27 Text Import Wizard — Step 3 of 3 Window
11. Click the first column on the left in the “Data preview” section.
12. Hold down the Shift key.
13. While holding down the Shift key, scroll to the last column.

14. Click the last column. All the columns should be selected (highlighted).
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s —_—— o
Text Import Wizard - Step 3 of- &l&]

This screen lets you select each column and set the Data Format.,
Column data format

@ General
'General' converts numeric values to numbers, date values to dates, and all

remaining values to text.

e [wor [

Do not impart column (skip)

Data preview

Figure 28 Text Import Wizard — Step 3 of 3 Window with All Columns Selected
15. Select Text in the “Column data format” section.

16. Click Finish. The Import Data window will be displayed.

z 5
Import Data M

Where do you want to put the data?
@) Existing worksheet:

Mew worksheet

|Pm|:uerﬁes... | [ 0K ] | Cancel ‘

=

Figure 29 Import Data Window

17. Click Existing worksheet or New worksheet.

18. Click OK. The RA information will be displayed in the chosen worksheet. You can now sort or

manipulate the data as needed.
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AL Microsoft Exc LEL
= Home Insert Page Layout Formulas Data Review View Developer Add-Ins Acrobat @ -8 X
'ﬁj * |l cation lu -la L[S ==l |5 || = ﬁ g gensert~ || E - ﬂ ﬁ
- EEY = % Delete ~ E -
rie B 7 w-ia-an= - | [ - o[58 )| condtorn romat con | | - s prn
Clipboard = Font (F] Alignment F} Number (] Styles Cells Editing
Al - £ | Ras# ¥
A 8| c D | E =
1 RA# | 010 Check/EFT Number Payment Date Payor
2 311700 010 000000000 05/21/2010 TXIX
3 |[RA#H 030 SVC Code Description
4 |311700 030 99203 OFFICE/OUTPATIENT VISIT, NEW
5 |[RA# 060 ICN Claim Status Detail #
b |RA# 060 ICN Claim Status Detail #
7 |RA# 060 ICN Claim Status Detail #
8 |311700 060 2210135001001 P o
9 |311700 060 2210135001001 P 1 A
10 (311700 060 2210135001001 P 2 1
11 |RA# 160 Met Payment (Current Amt) Net Payment (MTD} Net Payment (YTD)
12 (311700 160 0.00 300.08 945.62
13 [RA# 170 Claims Paid (Current No) Claims Paid (Current Amt) Claims Paid (MTD No)
14 |311700 170 1 0.00 3
15 [RA# 180 Claims Payments (Current Amt) Claims Payments (MTD Amt} Claims Payments (YTD Amt)
16 (311700 180 0.00 300.08 1043.33
17 [RA# 190 Claim Specific Adjustment Refunds (Current Amt)  Claim Specific Adjustment Refunds (MTD Amt)  Claim Specific Adjustment Refunds (YTD Amt)
18 (311700 190 -0.00 -0.00 -0.00
19 [RA# 200 Voids (Current Amt) Woids (MTD Amt) WVoids (YTD Amt)
20 (311700 200 -0.00 -0.00 -0.00
-
W 4+ ] Sheetl /Sheet? /Sheet3 ./ 7d T [ |
=T EEE = 9 ()

Figure 30 RA in CSV Report Format

For information on reading the imported file, refer to the ForwardHealth Provider Portal
Comma-Separated Values Remittance Advice User Guide.
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5 View Explanation of Benefits Codes
and Descriptions

1. On the Remittance Advices page, click View EOB codes and descriptions in the “Comma-
Separated-Values Format (.csv)” section.

Comma-Separated-Values Format (.csv)

Use the following links to access remittance advices in CSV format. Users will be able to select
which specific RA they would like to download. Users will also be able to choose which sections of
the RA they would like to include in the download file. A provider or MCOs last 10 remittance
advices will be available in C5V format.

+ Download remittance advices in a CSW (.csv) report format

View the RA User Guide

View the CSV file User Guide

View EOB codes and descriptions

Figure 31 Comma-Separated-Values Format (.csv) Section

The Explanation of Benefits Code Listing page will be displayed.

Explanation of Benefits Code Listing

An Explanation of Benefits (EOB) code corresponds to a printed message about the status or action taken on a claim. Providers will find a
list of all EOB codes used with the corresponding description on the last page of the Remittance Advice.

EOB
Code

EOB Description

0000 |This claim/service is pending for program review.

0001 |Member's ForwardHealth I.d. Number Is Missing Or Incorrect

0002 |ForwardHealth Number On Claim Does Not Match ForwardHealth Number On Prior Authorization Request.
0003  |A minimum of one detail is required.

0004 |DME rental beyond the initial 30 day period is not payable without prior authorization.

0005 |Charges Paid At Reduced Rate Based Upon Your Usual And Customary Pricing Profile.

0006 |Amount Paid Reduced By Amount Of Other Insurance Payment.

Information inadequate to establish medical necessity of procedure performed.Please resubmit with additional supporting
documentation.

0008 |The Number Of Weeks Has Been Reduced Consistent With Goals And Progress Documented.
0002 |Member Name Missing. Please Correct And Resubmit.

0010 |Member is enrolled in Medicare Part A and/or Part B on the on the Dispense Dateof Service.
0011 |Medicare Part A Services Must Be Resubmitted. Please Attach Copy Of Medicare Remittance.
0012 |Service Paid At The Maximum Amount Allowed By ForwardHealth ReimbursementPolicies.
0013 |Dollar Amount Of Claim Was Adjusted To Correct Mathematical Error.

0014 |A discrepancy exists between the Other Coverage Indicator and the Other Paid Amount.
0015 |Pediatric Community Care is limited to 12 hours per DOS.

0007

0016 |Drug Dispensed Under Another Prescription Number. Multiple Prescriptions For Same Drug/ Same Fill Date, Not Allowed.

0017 |The Evaluation Was Received By ForwardHealth Fiscal Agent More Than Two Weeks After The Evaluation Date.

Figure 32 Explanation of Benefits Code Listing Page
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2. Scroll to the EOB code you wish to view.
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6 Configure Web Browser

Note: The examples in this user guide use Internet Explorer™. If you use a different web browser,
the options or settings may appear slightly different. Consult the Help function of your specific
browser for configuration information.

You must have Internet Explorer™ 6.0 or later to access reports. If you receive an error message
or are unable to access a report, you may need to change some of your Internet Explorer™
settings.

6.1 Allow Pop-ups from ForwardHealth

1.

Click Tools on the Internet browser’s menu bar. A drop-down menu will be displayed.

E ForwardHealth Portal - Windows Internet Explorer

File Edit VWiew Favorites

uu 3 e Delete Browsing History... - ‘;?‘ x | ‘ HP Intranet
—— Diagnose Connection Problems... — -

wr ok [3: ForwardHealth Eh = Bl > deh o | kDane = {} Ta

e Pop-up Blocker 4 Turn Off Pop-up Blocker i

wisconsin.gov home Phishing Filter » Pop-up Blocker Settings

Manage Add-ons b

Subscribe to this Feed...
P Feed Discovery 4
Orwar;fc. Windows Update

Send to OneNote Welcome » Septembs

Internet Options

Providers Membe

* Register for E-mall Welcome to the ForwardHealth Portal . M=
Subscription e Fi

® Provider-specific . . Ma
E— The ForwardHealth Portal serves as the interface to
. orovid ForwardHealth interChange, the new Medicaid

® Becomes s Froviger Management Information System for the state of

# Online Handbooks Wisconsin. Through this portal, providers, managed care

® Fee Schedules organizations, partners, and trading partners can Partna

e Cortification Paclets electronically and securely submit, manage, and_malntaln _

ealth records foc.members yndertheir care., This Porta * Fig

Figure 33 Tools Drop-down Menu

From the Pop-up Blocker menu, select Pop-up Blocker Settings. The Pop-up Blocker Settings
window will be displayed.
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[ =
Pop-up Blocker Settings [J

Exceptions

Pop-ups are cumently blocked. You can allow pop-ups from specific
:E ! websites by adding the site to the list below.

Address of website to allow:

Allowed sites:

* atlanta hp.com Remove
* austin.hp.com

* cpgcom net
*dcu.org

*dec.com
* houston hp.com

Metifications and fitter level

Play a sound when a pop-up is blocked.

Show Information Bar when a pop-up is blocked
Fitter lewel:

[ Medium: Block most automatic pop-ups

Pop-up Blocker FAQ

Figure 34 Pop-up Blocker Settings Window

In the Address of website to allow: field, type www.forwardhealth.wi.gov.
Click Add.
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Pop-up Blocker Settings |..|
BExceptions
Pop-ups are cumently blocked. You can allow pop-ups from specific
; ! websites by adding the site to the list below.
Address of website to allow:

www forwardhealth wi.gov

i Add I

Allowed sites:

* atlanta hp.com Remove
* austin.hp.com

* compag.com
*.cpgcom net

*decu.org
*dec.com
* houston hp.com

Motifications and fitter level

Play a sound when a pop-up is blocked.

Show Information Bar when a pop-up is blocked
Filter level:

[ Medium: Block most automatic pop-ups

Pop-up Blocker FAQ

Figure 35 Pop-up Blocker Settings Window

The ForwardHealth Web address will be alphabetically added to the Allowed sites box.
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T a0
Pop-up Blocker Settings —r

Exceptions

Pop-ups are cumently blocked. You can allow pop-ups from specific
; ! websites by adding the site to the list below.

Address of website to allow:

Allowed sites:

mail wisconsin.gov
my.addisonavenue.com
office microsoft . com
psdos1.extemal hp.com/kics/
test.esourcingtool hp.com
version 7 b2emarkets net

www dhs wisconsin.gov
www forwardhealth wi.gov I

Motifications and filter level

Remove

Flay a sound when a pop-up is blocked.
Show Information Bar when a pop-up is blocked.
Fitter level:

[ Medium: Block most automatic pop-ups

Pop-up Blocker FAQ

Figure 36 Pop-up Blocker Settings Window With Added Web Site
5. Click Close.

6.2 Add ForwardHealth as a Trusted Site

1. Click Tools on the Internet browser’s menu bar. A drop-down menu will be displayed.
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ForwardHealth Portal -

File Edit View Favorites Help

(I i hitps:// Delete Browsing History...

Diagnose Connection Problems...
‘i:‘.? oty [i ForwardHealth

Pop-up Blocker »

wisconsin.gov home Phishing Filter 2

Manage Add-ons b

[ Subscribe to this Feed...

-FO ?’Wﬂr} Feed Discovery X

Windows Update

Send to Onelote

Internet Options L\\T

Providers
i * Register for E-mail Subscription Welcome to the ForwardHealth Portal
[l ® Provider-specific Resources
i . _
i * Becoms = Provider The ForwardHealth Portal serves as the interface to For
I # Online Handbooles interChange, the new Medicaid Management Information
; ® Fee Schedules the state of Wisconsin. Through this portal, providers,
| e Certification Pockats organizations, partners, and trading partners can electro
i securely submit, manage, and maintain health records for,

. Troini _ r r :
reinings under their care. This Portal also provides users with ac

* Wisconsin Administrative Code current health care information available.

& ForwardHealth Enrcllment Data

ealth

are Enrollmepnt

Figure 37 Tools Drop-down Menu

2. Select Internet Options. The Internet Options window will be displayed.
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General |Soa|::|,|rit|_.l I Privacy | Content I Connections | Programs I Ad'u'anced|

Home page
/? To create home page tabs, type each address on its own line.
li'j_

s

[ Use current H Use default ” Lze blank

Browsing history

A Delete temporary files, history, cookies, saved passwords,
and web form information.

Delete... l [ Settings ]

Search

p Change search defaults.
Tabs

- | | Change how webpages are displayed in

— tabs,

Appearance
[ Colors H Languages H Fonts H Accessibility ]

[ ok J[ cancel J[ appy |

Figure 38 Internet Options Window

3. Click the Security tab at the top of the window.

April 8, 2016

4. Under the “Select a zone to view or change security settings” section, click Trusted sites.
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Internet Opti

| General | Security | Privacy I Content | Connections I Programs I Advanced|

Select a zone to view or change security settings.

@ 4| /|0

Internet Local intranet gtk | Restricted
sites

Trusted sites

This zone contains websites that you
trust not to damage your computer or
your files,

fou have websites in this zone.

Sites

security level for this zone
Allowed levels for this zone: All

Medium

- Prompts before downloading potentially unsafe
- content
- Unsigned ActiveX controls will not be downloaded

[] Enable Protected Mode (requires restarting Internet Explorer)
Custom level... Default level

Reset all zones to default level

[ ok || cancel || apply

Figure 39 Internet Options Window

5. Click Sites. The Trusted sites window will be displayed.
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Trusted sites

) You can add and remaove websites from this zone. All websites in
. this zone will use the zone's security settings.

Add this website to the zone:
https:/fwww. forwardhealth.wi.gov

Websites:

* eds.com -
http: //* compag.com |:|
http: //* compag.com.ar
http: //* compag.com.br

L -

-

Require server verification (https:) for all sites in this zone

Figure 40 Trusted Sites Window

The Web site that you currently have open will automatically be populated in the “Add this
website to the zone:” section. If this is not the ForwardHealth Web site, type
www.forwardhealth.wi.gov in the field instead.

6. Click Add. The ForwardHealth Web address will be alphabetically added to the Websites box.

Trusted sites

¥ou can add and remove websites from this zone. All websites in
T this zone will use the zone's security settings.

Add this website to the zone:

Websites:
https://*.dcu.org
https://*.hp.com
https:/fradar.prod. healthcare, wi.local —
https: /fwww. forwardhealth. wi.gov I Ijl

Require server verification (https:) for all sites in this zone

Figure 41 Trusted Sites Window With Added Web Site

6 Configure Web Browser 34



ForwardHealth Provider Portal Remittance Advice User Guide

7.

Click Close.

April 8, 2016

8. Click OK to close the Internet Options window and to apply the selected settings.

6.3 Change Security Level

1.
2.

Click Tools on the Internet browser’s menu bar.

Select Internet Options from the drop-down menu. The Internet Options window will be

displayed.

Click the Security tab at the top of the

window.

Under the “Select a zone to view or change security settings” section, click Trusted sites.

Click Default level.

Internet Options

General | Security |I5‘ri'«a'a-:::,|I | Content I Connections | Frograms I Advam:ed|

Select a zone to view or change security settings.

@ 4 v

Internet Local intranet i e

o

Restricted
sites

Trusted sites

This zone contains websites that you
trust not to damage your computer or
your files,

You have websites in this zone,

Security level for this zone

Custom
Custom settings.

- To change the settings, dick Custom level.
-Tao use the recommended settings, dick Default level,

[] Enable Protected Mode (requires restarting Internet Explorer)

Custom level. .. Default level

[ Reset all zones to default level

]

x|

Cancel

Figure 42 Internet Options Window

The “Security level for this zone” section will change to the default level.

6. Move the security level slider to Medium-low.
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Security level for this zone

Allowed levels for this zone: All

i Medium-low

{ - Appropriate for websites on your local netweark
i (intranet)
- - Most content will be run without prompting you

- Unsigned ActiveX controls will not be downloaded
- Same as Medium level without prompts

[| Enable Protected Mode (requires restarting Internet Explorer)

[ Custom level... H Default level ]

Figure 43 Security Level for This Zone Section

7. Click OK to close the Internet Options window and to apply the selected settings.
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