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1 Introduction

Electronic visit verification (EVV) is a system that uses technology to verify that authorized
services were provided. Through EVV, a worker providing personal care or supportive home care
services sends visit data to an EVV vendor at the beginning and end of each visit using a mobile
application, landline, or fixed device.

Setting up a secure ForwardHealth Provider Portal account will trigger the training process with
the Wisconsin Department of Health Services (DHS) system. A Portal account also allows the
provider agency and conduct business with DHS, including maintaining worker lists and making
demographic updates (such as changes to address or tax information). ForwardHealth brings
together many DHS health care programs with the goal to create efficiencies for providers and to
improve health outcomes for enrolled members.

1 Introduction 1
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2 Provider Agency ldentification

In order for EVV information to be correctly associated to claims and encounters, DHS requires
all provider agencies and workers to have a unique ID number. The process for acquiring this ID
number differs among Medicaid-enrolled provider agencies, non-Medicaid provider enrolled
agencies, and workers. Medicaid-enrolled provider agencies will use their Medicaid ID and will
not need to go through the provider agency ID process for the purposes of EVV.

2.1 Medicaid-Enrolled Provider Agencies

Medicaid-enrolled agencies that provide personal care services will use their Medicaid ID for the
purposes of EVV. Medicaid-enrolled agencies that provide personal care services need not take
any further action for their provider agency to be identified for the purposes of EVV. However,
they will need to take action to identify their workers for the purposes of EVV.

2.2 Non-Medicaid-Enrolled Provider Agency Identification Process

Provider agencies who are not required to be Medicaid-enrolled as part of their normal delivery
of services to members or participants, such as supportive home care agencies, will need to
request a provider agency ID through the ForwardHealth Portal for the purposes of EVV. To
generate this ID, non-Medicaid-enrolled provider agencies will need to follow the steps below.

1. Access the ForwardHealth Portal at www.forwardhealth.wi.gov/.

Report Fraud || e |

nnnnnnnnnnnnnnnn
Welcome > October 23, 2010 6:25 AM

Login
Providers Members
* Provider-specific Regpeffces Welcome to the ForwardHealth Portal * Member Information

 Become a Provider ® Find a Provider

* Fee Schedules Attention: ForwardHealth Portal supports the following browsers: Internet Explorer, Firefox and Safari © Member Contacts

* Wisconsin Administrative Code
* ForwardHealth Enroliment Data
ForwardHealth System Generated Claim
* Adjustments
* Health Care Enroliment
* Provider Revalidation
« Enrollment Tracking Search
* Bed Assessment e-Payment
Medication Therapy Management Case
® Management Softwars

Managed Care

* Related Programs and Services
* ForwardHealth Enrolment Data
* Health Care Enrollment

Manufacturer Drug Rebate

* CMS Medicaid Drug Rebate Program
* Pharmacy Information

* Related Programs and Services

The ForwardHealth Portal serves as the interface to ForwardHealth interChange, the Medicaid Management
Information System for the state of Wisconsin. Through this portal, providers, managed care organizations,
partners, and trading partners can electronically and securely submit, manage, and maintain health records for
members under their care. This Portal also provides users with access to the current health care information
avallable.
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Providers Managed Care Organization

&

Trading Partners

Partners

3
i

Manufacturer Drug Rebate Members

Hot Topics Policy and Communication

Electronic Document Management System  Policy
NEW

* New Medicare Cards Are Coming

Partners

« Find a Provider

« Related Programs and Services

* Express Enrollment for Children

& Express Enrollment Change Request

* Waiver Agencies

Trading Partners
« Trading Partner Profile
* PES
« Companion Guides
Medication Therapy Management Case Management
* software Approval Process

Figure 1 ForwardHealth Portal Home Page

2 Provider Agency Identification 2


https://www.forwardhealth.wi.gov/WIPortal/Default.aspx

Electronic Visit Verification Portal Functionality User Guide September 15, 2020

2. Click Become a Provider. The Provider Enroliment Information page will be displayed.

Welcome » October 23, 2019 6:27 AM
Lo

ForwardHeulth

isconsin serving you

Provider Enrollment Information

Home
Start or Continue
Your Enrollment AQEHCEUDH Providers Are Required to Enroll in Wi in Medicaid to Be i
To be reimbursed for services provided to members enrolled in Wisconsin Medicaid, BadgerCare Plus, or SeniorCare, providers are required to be enrolled in
Medicaid Criteria Wisconsin Medicaid as described in Wis. Admin. Code ch. DHS 105
+ Home
+ Affordable Care Act How to Enroll in Wisconsin Medicaid
+ Border-Status Providers To enroll in Wisconsin Medicaid, providers are required to complete the application process. Failure to complete the enrollment application process will cause a
+ Categories of Enrollment delay, and may cause denial, of enroliment. Providers have 10 calendar days to complete an application on the ForwardHealth Portal once they begin it. As part of
« Change in Ownership the enrollment application, providers are required to sign a provider agreement with the Wisconsin Department of Health Services (DHS)
« Effective Date of Medicaid Enrollment
. ion and Tracking Process Providers sign the provider agreement electronically by selecting the box acknawledging and agreeing to the terms of the agreement. By electronically signing the
« Express Enrollment provider agreement, the provider attests that the provider and each person employad by the provider, for the purpose of providing services, holds all licenses or
« Fingerprint Requirement Overview similar entitlements and meets other requirements specified in Wis. Admin. Code chs. DHS 101-100 and required by federal or state statute, regulation, or rule for
« Information for Specific Provider Types the provision of the service.
* In-State Emergency Providers
« Multiple Locations and Services How Uses Personal
+ Notice of Enroliment Decision personally identifiable information about Medicaid providers, persons with ownership or control interast in the provider, managing employees, agents, or other

Out-of-State Providers

Qut-of-State Youth Program
Prescribing/Referring/Ordering Providers.

provider personnel is only used for purposes directly related to Medicaid administration, such as determining the enroliment of providers and monitoring providers

for waste, fraud, and abuse. All information provided is protected under federal and/or state confidentiality laws.

Provider Addresses
Provider Application Fee
Provider Identification Duration of the Provider Agreement
« Re-enroliment

Reporting Group Member Information and

Failure to supply the information requested on the application may result in denial of Medicaid payment for the services.

The provider agreement remains in effect as long as the provider is enrolled in Wisconsin Medicaid

Figure 2 Provider Enrollment Information Page

3. Click Start or Continue Your Enrollment Application. The Enrollment Application page will be
displayed.

department of health servic

Welcome » February 24, 2020 11:57 AM

TN
ForwardHealth e

To Start a New Medicaid Enrollment To Start a New ADAP Enrollment
« Select the link below to start the enroliment process « Select the link below to start the enroliment process.
« Applicants have the ability to save their application and return later to finish « Medicaid-enrolled providers must complete a separate application to be an ADAP provider.
dicaid/Border Status Provider i ADAP Provider Enrollment Application
To Start a New Prescribing/Referring/Ordering Enroliment To Start a New In-State Emergency/Out-of-State Enrollment
« Select the link below to start the enrollment process. « Select the link below to start the enrollment process.
« Applicants have the ability to save their application and return later to finish « Applicants have the ability to save their application and return later to finish

« Physicians and other professionals who only prescribe, refer, or order services and who are not
interested in full Medicaid enroliment may apply for limited Medicaid enrollment as a
prescribing/referring/ordering provider. This type of does not allow
Medi to reimburse you for your services. To Start a New Provider Agnecy Identification Pro,

Medicaid In-State Emergency/Out-of-State Enrollment Application

Medicaid Prescribing/Referring/Ordering Provider Enroliment Application
o Select the link below to start t

o This link is for providers € do not need to enroll in Medicaid but need to obtain a Medicaid ID number for
Electronic Visit Verifigaffon (EVV) purposes.

New Provider Agency Identification Process

To Continue a Previous Medicaid Enrollment

o Enter your Enrollment Key and Password and select Login.
« Enroliment process will start from the beginning; however, previously entered data will be displayed for review
« ADAP enrollment cannot be completed in this section. Please start a new ADAP Provider Certification Application to enroll as an ADAP provider.

Figure 3 Enrollment Application Page
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4. Click New Provider Agency Identification Process. The Instructions panel will be displayed.

Instructions

Welcome to the online Electronic Visit Verification (FVV)Provider Agency Identification Process.

Complete each of the steps in the process. Once all of the steps are complete, click "Submit" to submit your
application.

If you need additional assistance while completing these steps, click "?" (Help Icon) on the top right corner of each
panel.

All information provided will be protected under federal and state confidentiality laws.

Click "Next" to start the process.

Next Exit

Figure 4 Instructions Panel

5. Readthe instructions. Click Next to continue. The Agency Name panel will be displayed.

Note: All required fields are indicated with an asterisk (*).

INSIIUCTIONS » RGCOCY Mamc

Required flelds are indicated with an asterisk (*).

Agency Name*®

Prévious Next

Figure 5 Agency Name Panel

6. Enter the full business name of the EVV provider agency.

2 Provider Agency Identification 4
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7. Click Next. The Mailing Address panel will be displayed.

Instructions >> Agency Name >> Mailing Address

Mailing Address 2]

Required fields are indicated with an asterisk ().

Email Address - Enter the email address of the person who should receive the emails related to the EVV Welcome Packet
and Credentialing.

Attention Line™
Address Line 1*
Address Line 2
City=
State/Zip™ v

Phone™

Email Address™

Email Address Confirm™

Pravious MNext Exit

Figure 6 Mailing Address Panel

8. Enter the primary contact for EVV, including their name in the Attention Line field, full
mailing address, nine-digit zip code, phone number, and email address.

9. Click Next. The Tax Information panel will be displayed.

Instructions >> Agency Name >> Mailing Address >> Tax Information
Required fields are indicated with an asterisk (=)

This information must be the current taxpayer information on file with the IRS.

Taxpayer Identification Number (TIN}*
Mame™

TIN Type™ () EIN () SSN

Pravious Mext Exit

Figure 7 Tax Information Panel

2 Provider Agency Identification 5
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10. Enter the business’s tax information in the corresponding fields. If there is not a prior match
to the tax ID number (TIN) within the ForwardHealth system, the panel will refresh and
display the “1099 Address” section.

Instructions >> Agency Name >> Malling Address >> Tax Information and Submit
Tax Information and Submit o
Required fields are indicated with an asterisk (™)

This Information must be the current Business Taxpayer Information on flle with the IRS.

Tax Information

Taxpayer 1denification Number (TIN)™
Name*™

TIN Type* EIN SSN

1099 Address

Address Uine 1"

Address Line 2

City™
State/Zig™ v

PreviousJ Next | Submit  Exit

Figure 8 Tax Information Panel With 1099 Address Section

11. Enter the business’s address information as it appears on its Internal Revenue Service 1099
tax form.

2 Provider Agency Identification 6
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12. Once all required fields have been completed, click Next. The Attestation panel will be
displayed.

Instructions >> Agency Name >> Mailing Address >> Tax Information >> Attestation

Attestation 7]

Required fields are indicated with an asterisk (*).

1 attest that:

« This business meets the requirements for EVV service(s).

« I have completed this process to the best of my ability.

« I understand that failure to disclese any or all relevant information will result in a denial of this request.

« I will uphold and follow any and all state and federal regulations regarding the provision of waiver services.

I attest to the above statements™

I agree and attest to the above by providing an electronic signature (below). The individual electronically signing must be the applicant or legal
representative of your organization.

Name of Individual Providing the Electronic Signature
First Name™
Last Name™

Date of Signature

Previous Submit | Exit

Figure 9 Attestation Panel

The Attestation panel contains fields for providers to attest to meeting the requirements as
an EVV provider and the validity of the information they have provided in the identification
process.

13. Read the attestation statements. If the statements are all true, click the | attest to the above
statements checkbox.

14. Provide an electronic signature by entering the user’s first name, last name, and today’s date
in the corresponding fields.

15. Click Submit. The Application Submitted panel will be displayed.

Instructions >> Agency Name >> Mailing Address >> Tax Information >> Attestation >> Application Submitted

Application Submitted ©

Your Agency ID is : 000000000

= Save a copy of the information submitted for your records.
= A PIN letter will be generated and sent to your mailing address in the next 10 business days. This account number and PIN will be used to create your
ForwardHealth Portal account.

Exit

Figure 10 Application Submitted Panel

2 Provider Agency Identification 7
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This panel displays the provider agency ID. This is the ID that DHS will use to identify the
agency and begin the set-up process for the Sandata EVV system or aggregator. Users can
print a copy of all the submitted information, including their provider agency ID, by clicking

Save.

DEPARTMENT OF HEALTH SERVICES
Division of Medicaid Services

WISCONSIN MEDICAID

ELECTRONIC VISIT VERIFICATION (EVV) AGENCY IDENTIFICATION REPORT

STATE OF WISCONSIN

TYPE OF CERTIFICATION

Application For / Previous Provider 1D / Change of Ownership Effective Date

Provider Type

Provider Specialty

National Provider Identifier (NFP1)

Type of Application

MAILING INFORMATION

Name — Agency

Name — Contact Person

Address Line 1

Address Line 2

City

State

Zip+4 Code

Email Address

Figure 11 Example EVV Agency Identification Report

2 Provider Agency Identification 8
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TAXPAYER INFORMATION
Taxpayer |dentification Number (TIN)

Name — Taxpayer

TIN Type

TIN Effective Date

TIN End Date

1099 MAILING ADDRESS
Address

City

State

Zip+4 Code

IDENTIFICATION AND SIGNATURE — ATTESTATION

Agency Name Agency Director
Provider ID (If Assigned) Agency Phone Number
Attestation

Figure 12 Example EVV Agency Identification Report (Cont.)

Once the user has submitted their information and successfully received their provider
agency ID, the system will automatically begin the process of generating a PIN letter. This
letter will be sent to the user within 10 days of obtaining their provider agency ID and will
allow the user to create a ForwardHealth Portal Account. If the user does not receive their
PIN letter in the mail within 10 calendar days, they should call Wisconsin EVV Customer Care
at 833-931-2035, Monday—Friday, 7 a.m.—6 p.m.

2 Provider Agency Identification 9
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Access to the secure Portal is not possible without a PIN. The letter includes a login ID and
temporary password. For security purposes, the login ID contains only digits 3, 4, 5, and 6 of the
Provider ID.

FORWARDHEALTH

EW

313 BLETTNER BLVD

Tony Evers MADISON Wi 53784
Governor

Telephone: 833-931-2035

State of Wisconsin T 71

Andrea Palm i VDXC.ContactEVV@Wisconsin.gov

Secretary Department of Health Services www.forwardhealth.wi.gov

<Letter Date>

<sequence number>

<Provider Name>

<Authorized Representative Name>
<Address 1>

<Address 2>

<City> <State> <Zip>-<Zip4>

Dear Provider Agency:

Thank vou for starting the process of identifving vour agency for Electronic Visit Verification (EVV).
Below is the ForwardHealth Provider Portal account ID and PIN associated with your agency. You will
use these to set up vour secure provider account on the ForwardHealth Portal.

Setting up your secure ForwardHealth Provider Portal account will trigger the training process with our
EVV vendor, Sandata. Your Portal account also allows your provider agency to conduct business with
ForwardHealth, including maintaining your worker lists and making demographic updates (such as
changes to your address or tax information).

Provider Agency ID: xx3456xxxx
Provider Type/Specialty: EVV/EVV Provider
Zip Code: 55555-1111

For security purposes, only digits 3, 4, 5, and 6 of your Provider Agency ID are shown.

To create your secure Portal account:

* (o to the ForwardHealth Portal at www.forwardhealth.wi.gov/.

s Click the Providers button.

¢ Under the Login to Secure Site box on the right side of the page, click the Logging in for the first
time? link.

+ Enter your Login ID and PIN.

Login ID: XXXXXXXXXX
PIN: XXXXXXXXX

You can find detailed instructions and helpful hints on setting up vour secure Portal account in the
ForwardHealth Portal Account User Guide at www.forwardhealth.wi.gov/. Please contact Wisconsin
EVV Customer Care at VDXC.ContactEVV@Wisconsin.gov or 833-931-2035 with any questions.

F-02663 (06/2020)

www.dhs.wisconsin.gov

Figure 13 PIN Letter

2 Provider Agency Identification 10
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After receiving a PIN letter, users may set up an account on the ForwardHealth Portal. Users will
use the login ID and PIN from the PIN letter to create a user name and password as well as to
enter contact and security information.

3.1 Logging in for First Time

1. After the PIN letter is received, access the ForwardHealth Portal at

https://www.forwardhealth.wi.gov/.

wisconsin.gov home

ForwardHealth

isconsin serving you

Providers

* Provider-specific Resources
¢ Become a Provider

* Fee Schedules

Wisconsin Administrative Code

ForwardHealth Enrollment Data
. ForwardHealth System Generated
Claim Adjustments

Health Care Enroliment

Provider Revalidation

Enrollment Tracking Search

Bed Assessment e-Payment
Medication Therapy Management Case

.

Management Software

Managed Care
* Related Programs and Services
* ForwardHealth Enrollment Data

* Health Care Enreliment

Manufacturer Drug Rebate
* CMS Medicaid Drug Rebate Program

¢ Pharmacy Information

* Related Programs and Services

ject direciory

depariment of health sen

Report Fraud Search \

Welcome to the ForwardHealth Portal

Attention: ForwardHealth Portal supports the following browsers: Internet Explorer,
Firefox and Safari.

The ForwardHealth Portal serves as the interface to ForwardHealth interChange, the
Medicaid Management Information System for the state of Wisconsin. Through this
portal, providers, managed care organizations, partners, and trading partners can
electronically and securely submit, manage, and maintain health records for members
under their care. This Portal also provides users with access to the current health care
information available.

£ 3

Providers

Managed Care
Organization

B ®

Irading Partners Manufacturer Drug Rebate Members

Welcome » May 1, 2019 3:16 PM
ogin

Members

* Member Information
* Find a Provider

* Member Contacts

* New Medicare Cards Are Coming

Partners

* Find a Provider

« Related Programs and Services

* Express Enroliment for Children

+ Express Enrollment Change Request

* Waiver Agencies

Trading Partners

* Trading Partner Profile

* PES

* Companion Guides

. Medication Therapy Management Case

Management Software Approval Process

Figure 14 ForwardHealth Portal Page

3 Set Up an Account 11
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2. Click Login. The ForwardHealth Portal Login box will be displayed.

ForwardHealth Portal Login:

Username
Password

* Logging in for the first time?
s Forgot your password?
e Account Users Guide

Figure 15 ForwardHealth Portal Login

3 Set Up an Account 12
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3. Click Logging in for the first time? The Account Setup page will be displayed.

Required fields are indicated with an asterisk(*).

Instructions:

If you have received your PIN Letter, enter your Login ID and PIN as they are listed in the letter and click Setup Account.

Once your Login ID and PIN have been validated, you may setup your user account.

If you do not know your Login ID or PIN, contact the Electronic Data InterChange (EDI) Helpdesk at 866-416-4979 to have your PIN re-issued.
Note: The PIN is case sensitive.

Login ID*
PIN*

|
Setup Account Exit |

Figure 16 Account Setup Page
4. Enter the Login ID and PIN listed in the PIN letter.

For security purposes, the PIN letter will contain only four digits of the Provider Agency ID
reported; however, users should enter their entire Provider Agency ID in the Login ID field.

The PIN from the PIN letter can only be used once. After the account has been established,
the PIN cannot be used again.

3 Set Up an Account 13



Electronic Visit Verification Portal Functionality User Guide September 15, 2020

5. Click Setup Account. The Account Setup user profile page will be displayed.

—
Account Setup 7]

Required fields are indicated with an asterisk (*).

e Password must contain one uppercase letter, one number and at least & characters.
e Security Answers are case sensitive

User Name™
Password™

Confirm Password™
Contact First Name™
Contact Last Name™
Telephone Number®
E-Mail™®

Confirm E-Mail*

First Security Question™

<]

First Answer™

Second Security Question™ I

<]

Second Answer™
Third Security Question™ I
Third Answer™

Fourth Security Question™ I

<]

<]

Fourth Answer™

Security and Confidentiality

The User understands that the Portal Access User Account Agreement

(hereinafter "Agreement"), effective today, is made by and between the State of ~
Wisconsin Department of Health Services ("DHS") and users who sign up for an account

on this website (hereinafter "User"). V]

[0 Please check the box if you have read and agreed to Wisconsin's User Security Agreement.

Submit Cancel

Figure 17 Account Setup User Profile Page
6. Enter information in the fields. It is necessary to complete all the fields on this page.

e The user name must be between six—20 characters and can only contain letters and
numbers. The user name is not case-sensitive.

Note: The user name cannot be changed without deactivating the account.

e The password must be between eight—15 characters and must contain three different
types of characters such as uppercase letters, lowercase letters, special characters, or
numbers. The password must be unique and cannot contain information from the user
name, contact first name, contact last name, or the security answers.

e The telephone number must include the area code. The number will be auto-formatted.

3 Set Up an Account 14



Electronic Visit Verification Portal Functionality User Guide September 15, 2020

e The security answers must have at least two characters and cannot contain special
characters (except for spaces). The security answers allow the user to validate their
identity and reset their password if necessary. Security answers are case-sensitive.

7. Read the Security and Confidentiality agreement.
8. Check the agreement checkbox.
9. Click Submit. If an error message is received, correct the error(s) and click Submit again.

The License for Use of Physicians’ Current Procedural Terminology, Fourth Edition (CPT) and
Point and Click License for Use of Current Dental Terminology (CDT) agreements page will be
displayed. This allows users to access the secure ForwardHealth Portal as they are billing
Medicaid.

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

ForwardHealth —

Wisconsin serving you
Welcome » September 28, 2016 12:09 PM

LICENSE FOR USE OF PHYSICIANS' CURRENT PROCEDURAL TERMINOLOGY, FOURTH EDITION
(CPT)

End User Point and Click Agreement:

CPT codes, descriptions and other data only are copyright 2015 American Medical Association. All rights reserved. CPT is a registered trademark
of the American Medical Association (AMA).

You, your employees and agents are authorized to use CPT only as contained in the following authorized materials of Centers for Medicare and
Medicaid Services {CMS) internally within your organization within the United States for the sole use by yourself, employees and agents. Use is
limited to use in Medicare, Medicaid or other programs administered by CMS. You agree to take all necessary steps to insure that your employees
and agents abide by the terms of this agreement.

I T e I R Ty N W T Y M W N T TN N b N e e

CONSEQUENTIAL DAMAGES ARISING OUT OF THE USE OF SUCH INFORMATION OR MATERIAL.
The license granted herein is expressly conditioned upon your acceptance of all terms and conditions contained in this agreement. If the

foregoing terms and conditions are acceptable to you, please indicate your agreement by clicking below on the button labeled "I ACCEPT". If you
do not agree to the terms and conditions, you may not access or use the software. Instead, you must click below on the button labeled "I DO

NOT ACCEPT” and exit from this computer screen.
._:_.I Accept /

(1 Do Not Accept
Submit Agreement |

About | Contact | Disclaimer | Erivacy Notice

Wisconsin Department of Health Services

Figure 18 End User Point and Click License Agreements
10. Click the radio button next to “I Accept.” Click Submit Agreement.

Note: If “I Do Not Accept” is selected, the user will be returned to the ForwardHealth Portal
home page and will not be able to access the secure Provider Portal.

3 Set Up an Account 15
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11. The user’s secure Provider page will be displayed. EVV provider agencies will only have access
to the EVV links displayed under the Quick Links section of their secure Provider page.

interchange
ElectronicvisitProvider

Home:

=

What's Hew?

Search | Providers [T UR T el Max Fee Home | Account | Contact Information

Providers can Improve efficiency while reducing overhead and paperwark by using real-time appications available on the new ForwardHealth Portal. Submission and tracking of

3 )
3 claims and prior autharization requests and amendments, an-demand access to remittance information, 835 trading partner designation, and instant access to the most current
N/ ForwarHeattn infomation is now available

+ New Rate Reform Part 3 Ideas/Recommendations Requested

* Incentive Payments. . . Are you Eligible?

+ ForwardHealth System Generated Claim Adjustments

Online Handbooks | Site Map | User Guides | Certification

welcome: » July 9, 2020 10:41 AM
Logout
Search

.z s

 List of Workers within your Agency
+ EV Demog
* EVV Portal Functional

EVV HelpDesk - 833-931-2035.

Figure 19 Secure Provider Page—EVV Provider

3.2 Reset Password

1. Access the ForwardHealth Portal at https://www.forwardhealth.wi.gov/.

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

ForwardHealth Portal Login:

Username

Password

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

Figure 20 ForwardHealth Portal Login

3 Set Up an Account 16
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3. Click Forgot your password? The Reset Password page will be displayed.

Reset Password ©

Required fields are indicated with an asterisk (*).

Please enter your user name and click the "Next" button. The security questions
that you were asked to create on your initial secure visit will appear.

User Name*™

Figure 21 Reset Password Page
4. Enter the account user name.

5. Click Next. The Reset Password page with two of the four security questions selected when
the account was set up will be displayed.

al
Reset Password 7

Required fields are indicated with an asternisk (*]).

User Name | ADMINISTRATORO1

Enter your security answers in the field provided and click the "Next" button.

First Security Question 'What was the make of vour first car?

First Answer™

Second Security Question | What i1s your favorite color?

Second Answer™

Figure 22 Reset Password Page with Security Questions

6. Enter the answers to the security questions. The answers are case-sensitive.

3 Set Up an Account 17
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Click Next. The Reset Password page with new password fields will be displayed.

Reset Password 7

Required fields are indicated with an asterisk (*).

User Name

First Security Question

First Answer

Second Security Question

Second Answer

Enter your password in the fields and click the "Submit" button.

Password must contain one uppercase letter, one number and at least 8 characters.

MNew Password™

Confirm Password™

Submit Cancel

Figure 23 Reset Password Page With New Password Fields
Enter a new password (twice for confirmation).

Click Submit. The user’s secure Provider page will be displayed.

3.3 Account Types

Three different account types are available through the ForwardHealth Portal. Access to certain
features or functions on the Portal is determined by the account type assigned to the user.
Through these different account types, a high level of security and accountability is maintained.

Administrative accounts—The user who establishes the Portal account with the Login ID and
PIN (from the PIN letter) is considered the account administrator and is responsible for
managing the Portal account. Administrative accounts are granted complete access to the
following functions in the secure Portal:

o Home
o Search
o Electronic Visit Secure Home

o Account

3 Set Up an Account 18
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o User Guides
o Online Handbook

Each service location (certification/provider file) can only have one user designated as an
account administrator; however, multiple service locations can be attached to the same
account administrator.

e (lerk administrative accounts—Administrative accounts can set up clerk accounts with access
to any or all of the roles available to the administrative account. If a new role becomes
available, that role may be assigned to a clerk account. A clerk account can be added to
multiple organizations to allow one clerk access to multiple organizations. The functionality
of the clerk administrative account includes the following:

o Add Worker

o Upload Worker

o Manage Worker

o List of Workers Within Your Agency
o EVV Demographic Maintenance

o EVV Portal User Guide

e (lerk accounts—Clerk accounts may be granted clerk administrative rights. A clerk
administrative account can create new clerk accounts with access to any or all of the roles to
which the clerk administrative account has access. Clerk accounts can also delete and
manage clerk accounts under their account security.
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4 Clerk Maintenance

If more than one person will be working on the account, clerk accounts must be established.

On the Account page, click Clerk Maintenance. The Clerk Maintenance Search panel will be
displayed.

Clerk Maintenance Search ©

Search Criteria

Username
First Name

Last Name

Clear

Search Results

**¥* No rows found ***

Selected Clerk

Username

Contact First Name

Contact Last Name
Telephone Number Ext.

E-Mail

Add Clerk | Cancel |

Figure 24 Clerk Maintenance Search Panel

Through the Clerk Maintenance panels, users with administrative and clerk administrative
accounts can search for, add, or remove clerks.

4.1 Add a Clerk

The Add Clerk function allows the user to add new clerks.
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Click Add Clerk located at the bottom of the Clerk Maintenance Search panel. The Clerk
Account panel will be displayed.

5, 2020

Required fields are indicated with an asterisk (*).
» Password must contain one uppercase letter, one number, and at least 8 characters,

Clerk Details

User Name*® [ Search ]
Contact First Name™

Contact Last Name*

Telephone Number* Ext.
E-Mail*
Confirm E-Mail®
Password™
Confirm Password™
Clerk Roles
Available Roles Assigned Roles
EVV N |
<
<<
=
N

] Clerk Administrator

Previous Submit

Cancel

Figure 25 Clerk Account Panel
Complete the following steps to add a new clerk account:

e Enter a user name. The user name must be between six—20 characters and can only
contain letters and numbers. The user name is not case-sensitive.

e Enter the new clerk’s contact first name and contact last name.
e Enterthe new clerk’s telephone number (and extension if applicable).
e Enterthe new clerk’s email (twice for confirmation).

e Enteraninitial password for the new clerk (twice for confirmation).

The password must be between eight—15 characters and must contain three different
types of characters such as uppercase letters, lowercase letters, special characters, or
numbers. The password must be unique and cannot contain information from the user
name, contact first name, contact last name, or the security answers.

Note: Clerks must change the password set up by the administrative account the first
time they log in.
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If adding a clerk account that has already been created but needs to be added to a new
organization, complete the following steps:

Click Search to the right of the User Name field. The User Name Search box will be
displayed.

User Name [Close ]

Search

Username First Name Last Name

search * clear |

Figure 26 User Name Search Box
Enter the clerk account’s username, first name, or last name.

Click Search. The clerk’s information will be displayed in the “Clerk Details” section.

User Name [ Close |
Search 2

Username First Name Last Name SMITH
search * clear |

Search Results

User Name ¢  First Name Last Name

SHAWNSS Shawn Smith

Figure 27 Search Results Section

Click the row of the applicable clerk account. The User Name Search box will close and
the clerk account information will be auto-populated in the “Clerk Details” section of the
Clerk Account panel.

—
Clerk Account ©

Required fields are indicated with an asterisk (*).
* Password must contain one uppercase letter, one number and at least 8 characters.

Clerk Details

User Name Ja4RELISERT [ Search ]
Contact First Name J=re
Contact Last Name | J-er
Telephone Number (777)777-7777 Ext.
E-Mail m

B T T T e e T T i ey

Figure 28 Clerk Account Information Auto-populated on Clerk Account Panel

4.2 Search for a Clerk

The Clerk Maintenance Search panel allows a user to select an existing clerk within the provider
organization.
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1. Enter information for the clerk in any combination in the Search Criteria section.
Alternatively, leave the fields blank to bring up a list of all clerks associated with the provider
organization.

=
Clerk Maintenance Search 7]

Search Criteria

Username
First Name

Last Name

Clear

e T I I s OO R Tl e A g o ™

Figure 29 Search Criteria Section

2. Click Search.

3. Click the row containing the clerk’s name in the “Search Results” section.

Search Results
Username Eirst Name Last Name Last Login Date Email Address
|PROVIDERIM M Provider 05/12/2016 ml@ml.com |
CLERK123 Craig Clerk 04/27/2010 ml@ml.com
SAMPLEID Jen Sample 0 samplejq@email.com
TESTERMA mary tester 08/12/2008 marytester@claims.com

Figure 30 Search Results Section

The clerk’s information will populate in the “Selected Clerk” section.

o T —— i ——
Search Results
Username Eirst Name Last Name Last Login Date Email Address
PROYIDERIM i Provider 05/12/2016 ml@ml.com
CLERK123 Craig Clerk 04/27/2010 ml@ml.com
SAMPLEID Jen Sample 0 samplejg@email.com
TESTERMA mary tester 08/12/2008 marytester@claims.com

Selected Clerk

Username
Contact First Name
Contact Last Name
Telephone Number Ext.

E-Mail

Remove Clerk | Reset Password |

MNext Add Clerk | Cancel |

Figure 31 Search Results and Selected Clerk Sections
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4.3 Delete a Clerk Account

1. On the Clerk Maintenance Search panel, click Remove Clerk to initiate the record deletion. A
dialog box confirming the deletion will be displayed.

r |

Message from webpage

[9} Are you sure this is the row you want to delete?

QK l | Cancel

Figure 32 Dialog Box
Click OK. A confirmation message will be displayed at the top of the Clerk Maintenance

Search page.

Figure 33 Confirmation Message
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5 EVV Demographic Maintenance

Tool

The EVV demographic maintenance tool on the ForwardHealth Portal allows EVV providers to
securely, efficiently, and conveniently update provider information, such as addresses and tax

information.

When an EVV provider updates information using the demographic maintenance tool, in most
cases, ForwardHealth immediately updates the provider’s information, which allows for more

efficient business practices.

1. Access the ForwardHealth Portal at www.forwardhealth.wi.gov/.

consin.gov home

state agencies

isconsin serving you

Providers
* Provider-specific Resources

Become a Provider

Fee Schedules

Wisconsin Administrative Code

ForwardHealth Enrollment Data
ForwardHealth System Generated
Claim Adjustments

Health Care Enrollment

Provider Revalidation

Enrollment Tracking Search

Bed Assessment e-Payment
. Medication Therapy Management Case
Management Software

Managed Care
* Related Programs and Services
¢ ForwardHealth Enrollment Data

* Health Care Enrollment

Manufacturer Drug Rebate
* CMS Medicaid Drug Rebate Program
* Pharmacy Information

* Related Programs and Services

ForwardHealth

depariment of health services

Report Fraud seth |

Welcome to the ForwardHealth Portal

Attention: FerwardHealth Portal supports the following browsers: Internet Explorer,
Firefox and Safari.

The ForwardHealth Portal serves as the interface to ForwardHealth interChange, the
Medicaid Management Information System for the state of Wiscensin. Through this
portal, providers, managed care organizations, partners, and trading partners can
electronically and securely submit, manage, and maintain health records for members
under their care. This Portal also provides users with access to the current health care
information available.

&

B
L

Providers Managed Care

Organization

Partners

n

Trading Partners Manufacturer Drug Rebate

Members

Welcome » May 1, 2019 3:16 PM

% Login

Members

¢ Member Information
* Find a Provider

¢ Member Contacts

* New Medicare Cards Are Coming

Partners

* Find a Provider

* Related Programs and Services

* Express Enroliment for Children

* Express Enroliment Change Request
* Waiver Agencies

Trading Partners

¢ Trading Partner Profile

* PES

*+ Companion Guides

. Medication Therapy Management Case
Management Software Approval Process

Figure 34 ForwardHealth Portal Home Page
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2. Click Login. The ForwardHealth Portal Login box will be displayed.

ForwardHealth Portal Login:

Username

Password

e Logging in for the first time?
e Forgot your password?

Figure 35 ForwardHealth Portal Login
3. Enter username.
4. Enter password.

5. Click Go! The secure Provider page will be displayed.

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

interChange Welcome Kim Test » February 25, 2020 9:32 AM

ForwardHealth = Losnt

isconsin serving you

Home | Search [JETNEIRPNl Online Handbooks | User Guides | Account | Site Map

You are logged in with Provider ID: 111111111 1 Search

ﬁ@ Providers

What's New? Electronic Visit Verification Links
* Add Worker
J8\  Providers can improve efficiency while reducing overhead and paperwork by using real-time applcations available on the new ForwardHealth Portal. * Upload Warker File
Submission and tracking of claims and prior au ion requests and s, on-demand access to remittance information, 835 trading partner + Manage Warkers
‘39 designation, and instant access to the most current ForwardHealth information is now available. o List of Worke

 EVV Demographic Maintenance

* EVV Portal User Guide

* New Rate Reform Part 2 Ideas/R: dations Requested. .
o Hake Retorm Pa ces/Recommendations Requeste EWV HelpDesk - [Add Phone Number when available]
® Incentive Payments. . . Are you Eligible?

« ForwardHealth System Generated Claim Adjustments

Figure 36 Secure Provider Page
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6. Click EVV Demographic Maintenance. The Instructions panel will be displayed.

Instructions
Instructions ©
Welcome to the online Electronic Visit Verification (EVV) Provider Agency Information Change Reguest Process.
Complete each of the steps in the process. Once all of the steps are complete, click "Submit" to submit your changes.
All information provided will be protected under federal and state confidentiality laws.

Click "Mext" to start the process.

Mext Exit

Figure 37 Instructions Panel

7. Read the instructions and then click Next. The Mailing Address panel will be displayed. The
user’s mailing address information will be populated in the fields.

Instructions >3 Mailing Address

Mailing Address (7]

Required fields are indicated with an asterisk (*).

Email Address - Enter the email address of the administrative employee who should receive the emails related to the EVY Welcome Packet and Credentialing.

Attention Line  ATTENTION LIME TEST
Address Line 1¥  ADDRESS 1 TEST
Address Line 2 ADDRESS 2 TEST
City= CITY TEST
State/zip™ WI v 55555 4321

Phone™ (508) 333-3333

Email Address™ test@email.com

Email Address Confirm  test@email.com

Previous | Next Exit

Figure 38 Mailing Address Panel
8. Delete any information that needs to be changed and enter the new information.

Any changes to the mailing address on file with ForwardHealth may alter the zip+4 code
information required on transactions. Users should verify the zip+4 code for the address on
the U.S. Postal Service website.
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9. Click Next. The Tax Information and Submit panel will be displayed. The user’s tax
information will be populated in the fields.

Tax Information

Taxpayer Identification Number (TIMN)™
Mame®

TIN Type™

1099 Address

Address Line 1 123 STREET
City= TIM CITY

State/Zip™ WI ¥ 55555

Instructions >> Mailing Address >> Tax Information and Submit

Tax Information and Submit 2]

Required fields are indicated with an asterisk (=)

This information must be the current Business Taxpayer information on file with the IRS.

333344455
TIN MAME TEST

SSN

1234

Pravious Next

Submit  Exit

Figure 39 Tax Information and Submit Panel

10. Delete the information that needs to be changed and enter the new information.

Note: Information in the 1099 Address section can only be changed after changing the TIN.

11. Once all necessary changes have been made, click Submit. A confirmation message will be

displayed.

The following messages were generated:

Your information was updated successfully.

Figure 40 Confirmation Message

If an error message is received, correct the error(s) and click Submit again.
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6 Worker Association

For the purposes of EVV, provider agencies are required to associate each of their workers who
provide personal care or applicable supportive home care services for Medicaid members.
Provider agencies can use the ForwardHealth Portal to do this in two ways: Add Worker or
Upload Worker File.

sublect deectory depariment of health services

interChange Welcome » July 9, 2020 10:41 AM
ElectronicvisitProvider Logout

w | Actount | Contact Information | Online Handbooks | Site Map | User Guides | Certification

What's New?

Providers can improve efficiency while reducing averhead and paperwork by using real-time applications available on the new ForwardHeaith Portal, Submission and tracking of
claims and prior authorization requests and amendments, on-demand access to remittance information, 835 rading partner designation, and instant access to the most curent
‘)ﬁ" ForwardHealth information Is now available.

Wisconsi in EVV Custemer Care - 833.931.2035

Figure 41 Secure Provider Page
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6.1 Add Worker

This method of worker association allows a provider agency to manually enter an individual
worker’s information. To avoid duplication, always start by searching for the worker first.

1.

On the secure provider page, click Add Worker. The Add Worker panel will be displayed.

Add Worker

Add Worker 7}
Required fields are indicated with an asterisk (*).
Worker Search Criteria

First Name
Last Name™
Seocial Security Number™

Date of Birth (i.e. 07/04/1980)

Search

Clear

1IN

Worker Search Results
*** No rows found ***

Add/Associate Worker

First Name™
Middle Initial

Last Name™

Social Security Mumber=

Date of Birth (i.e. 07/04/1980)*
Gender Male () Female

Waorker Email™

Confirm Worker Email™

worker Start Date (i.e. 01/03/2020)

Submit ﬂ

Figure 42 Add Worker Panel

Enter the worker’s first name, last name, Social Security number, and date of birth into the
fields in the “Worker Search Criteria” section. The last name and Social Security number
fields are required to perform a worker search.

Click Search. The panel will refresh and display any results in the “Worker Search Results”
section. If no matches to the worker’s information are found in the system, a “No Match
Found” message will be displayed under Worker Search Results.
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6.1.1 No Matches Found

Add Worker
Add Worker 7}
Required fields are indicated with an asterisk (*).
Waorker Search Criteria
First Name
Last Name™
Social Security Mumber™
Date of Birth (i.e. 07/04/1980)
Search
Clear
Worker Search Results
Worker ID First Name MI Last Name Date of Birth SSN
No Match Found. Enter the worker information below in the Add/Assaciate Worker section.
Add/Associate Worker
First Name™®
Middle Initial
Last Name™
Social Security Number®
Date of Birth (i.e. 07/04/1980)>
Gender ( Male ) Female
Worker Email®
Confirm Worker Email™
Worker Start Date (i.e. 01/03/2020)
Submit | Exit

Figure 43 Add Worker Panel With “Worker Search Results” Section

If no match is found, the worker is new to the ForwardHealth Portal and will need to be added.
Enter the worker’s information into the following fields in the “Add/Associate Worker” section:

First Name

Middle Initial

Last Name

Social Security Number

Date of Birth (in MM/DD/YYYY format)
Gender (optional)

Worker Email

Note: The email address must be unique to that worker and not shared with anyone else for
Sandata EVV purposes. The worker email can be distinct and separate for each provider
agency they work for and is saved and associated with that particular agency.

Confirm Worker Email
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e Worker Start Date (in MM/DD/YYYY format)
Note: If the worker start date is left blank, it will default to the current date.

4. Click Submit. The Worker Submitted panel will be displayed.

Add Worker >> Worker Submitted

Worker Submitted 2,

Worker has Been Associated with Your Agency.
Worker ID: 122156789

Exit

Figure 44 Worker Submitted Panel

The Worker Submitted panel confirms that the worker has been correctly associated with the
user’s provider agency and displays the worker’s unique ID number for EVV purposes. This
number will also be the worker’s Santrax ID if using the DHS-approved EVV solution. Provide
this number to the worker.

Note: The worker will receive an automated email from Sandata the following day confirming
they have been added/associated to the provider agency.

5. Click Exit to return to secure Provider page.
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When a user searches for a worker and a match is found within the system, their information will
be displayed in the “Worker Search Results” section. Information must be checked to ensure it is

accurate.

1. Click on the row containing the worker’s name. The panel will be refreshed, and the worker’s
information will be populated in the fields under the “Add/Associate Worker” section.

Add wWorker

Add Worker

Worker Search Criteria

First Name
Last Name™

Social Security Mumber™

Date Of Birth (i.e. 07/04/1980)

Worker Search Results
Worker 1D
100007359 SAM

Add/Associate Worker

First Nama
Middle Initial

Last Name
Social Security Number
Date Of Birth {i.e. 07/04/1980)

Gender

Worker Email™

Confirm Worker Email™

Worker Start Date (i.e. 01/03/2020)

Required fields are indicated with an asterisk ().

SAMPLE
343434343

/

First Name MI Last Name Date Of Bith SSN
SAMFPLE

Search
Clear

032/04/1900  xux-xx-4343

5AM
SAMPLE

343-43-4343
03/04/1990

Male Female

Submit Exit

Figure 45 Add Worker Panel With Worker Information Populated

Enter the worker’s email address in the Worker Email and Confirm Worker Email fields.

Note: The email address must be unique to that worker and not shared with anyone else for

Sandata EVV purposes.

3. Enter the worker’s first date of employment in the Worker Start Date field in MM/DD/YYYY

format.

Note: If the worker start date is left blank, it will default to the current date.
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4. Click Submit. The Worker Submitted panel will be displayed.

Add Worker >> Worker Submitted

Worker Submitted 2

Worker has Been Associated with Your Agency.
Worker ID: 122156789

Exit

Figure 46 Worker Submitted Panel

The Worker Submitted panel confirms that the worker has been correctly associated with the
user’s provider agency and displays the worker’s unique ID number for Sandata EVV
purposes. Provide this number to the worker.

Note: The worker will receive an automated email from Sandata the following day confirming
they have been added/associated to the provider agency.

5. Click Exit to return to the secure Provider page.
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6.2 Upload Worker File

The Upload Worker File method of worker association allows users to associate multiple workers
at once by uploading a prepared Microsoft Excel file.

1. On the secure Provider page, click Upload Worker File. The Upload Worker File panel will be
displayed.

Upload Worker File

Upload Worker File ©

IDown\oad Worker File Excel TemDIateI
Download Warker File Instructions

File Upload
File to Upload™ Browse.

After uploading the worker file the file's name will show below and its related errors (if any). If errors are shown, you can either Submit the records that are ready for processing
and correct the errors later, or fix the errors in the file and upload agam. After uploading a corrected file, the "Uploaded File" and "File Errors" sections below will also be updated.

Upload File

Uploaded File

*+% No rows found ***

Submit | Exit

Figure 47 Upload Worker File Panel
2. Click Download Worker File Excel Template and save the template to the user’s computer.
3. Navigate to the saved location on the user’s computer and open the template file.

4. Within the template file, enter the information for the workers that will be associated to the
provider agency.

Note: The email address must be unique to that worker and not shared with anyone else for
Sandata EVV purposes. Fields in bold are required.

A B C D E F G H |
1 |First_Name Middle_Initial Last_ Name 55N Date_of Birth  Gender Worker_Email Confirm_Worker_Email Worker_Start_Date
2 |lohn Smith 123456789 3/15/1942 jsmith@gmail.com jsmith@gmail.com
3 |Daniel Smith 234567890 4/18/1936 M dsmith@hotmail.com dsmith@hotmail.com 10/15/2019

Figure 48 Download Worker File Excel Template

5. Once the information is entered, the user should save the file to their computer and exit the
Excel application.

6. Return to the Upload Worker File panel.

7. Click Browse.
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Upload Worker File

Upload Worker File 7]

Download Worker File Excel Template
Download Worker File Instructions

File Upload

File to Upload™

After uploading the worker file the file's name will show below and its related errors (if any). If errors are shown, you can either Submit the records that are ready for processing
and correct the errors later, or fix the errors in the file and upload again. After uploading a corrected file, the "Uploaded File" and "File Errors" sections below will also be updated.

Upload File

Uploaded File

*** No rows found ***

Submit ﬂ

Figure 49 Upload Worker File Panel

8. Locate and select the saved file on the user’s computer. Click Open to attach the file to the
panel.

9. Click Upload File to upload the file.

Upload Worker File

Upload Worker File 7]

Download Worker File Excel Template
Download Worker File Instructions

File Upload
File to Upload™ Browse...

After uploading the worker file the file's name will show below and its related errors (if any). If errors are shown, you can either Submit the records that are ready for processing
and correct the errors later, or fix the errors in the file and upload again. After uploading a corrected file, the "Uploaded File" and "File Errors" sections below will also be updated.

Upload File

Uploaded File

#** No rows found ***

Submit ﬂ

Figure 50 Upload Worker File Panel

10. Once uploading is complete, the panel will be refreshed and the name of the field and
associated results will be displayed in the “Uploaded File” and “File Errors” sections.
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Upload Worker File

The file contains errors. Review the File Errors below. If you choose to submit the file, records with errors will not be uploaded. For further questions, review the User Guide.

Upload Worker File . 7)

Download Waorker File Excel Template
Download Worker File Instructions

File Upload

File to Upload™ Browse...

After uploading the worker file the file's name will show below and its related errors (if any). If errors are shown. you can either Submit the records that are ready for processing
and correct the errors later, or fix the errors in the file and upload again After uploading a corrected file, the "Uploaded File" and "File Errors" sections below will also be updated.

Upload File

Uploaded File
File Name Total Workers Records Worker Records With Errors Worker Records Without Errors
worker_file.xlsx 115 4 111

File Errors

Row Number Error Message

4 SSN was found on the death master list
8 The Date of Birth is required

75 The SSN is required

112 The Date of Birth is not a valid date

Submit Exit

Figure 51 Upload Worker File Panel With Uploaded File Information

If the file contains any errors, they will be displayed and detailed in the “File Errors” section.
There are two options if the file contains errors:

e The first option is to correct the errors in the file immediately and re-upload it.

Note: When the updated file is uploaded, the updated file’s results will replace the
previous file’s results.

e The second option is to click Submit to upload the file as is to the system.

Note: Only those worker records without errors will be processed. If this option is
chosen, the user will need to restart the process of uploading the file with corrected
worker records. A copy of the worker errors can be saved after submission using the
options on the next screen.
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11. Once the user clicks Submit and the workers are associated to the user’s provider agency, the
Workers Submitted panel will be displayed.

Upload Worker File » Workers Submitted

Workers Submitted 7

Worker Submission Completed Successfully

s+ Save a copy of the worker identifications for your records only.
+ Save a copy of the worker errors for your records only.

Exit

Figure 52 Workers Submitted Panel

The Workers Submitted panel allows users to save copies of the worker records that were
created within the ForwardHealth system. This information includes their unique worker ID
and any copies of the error report for the submitted Excel worker file. The worker ID should
be provided to the worker for Sandata EVV purposes.

12. Click Save to save a copy of the corresponding file.

13. Click Exit to return to the secure Provider page.
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Provider agencies can manage their workers’” email address and association to the provider

agency on the ForwardHealth Portal using the Manage Workers tool.

1. Onthe secure Provider page, click Manage Workers under the Quick Links menu located on

the right side of the page. The Manage Workers panel will be displayed.

Manage Workers

Manage Workers

Worker Search Criteria

First Name

Last Name

Social Security Number

Date of Birth (i.e. 07/04/1980)

Worker Search Results

123456789 Justin X Time 05/06/1965
432156123 will X Do 02/11/1948
987654321 Ima ¥ Caregiver 08/12/1977

Worker Information

First Name

Middle Initial

Last Name

Social Security Number
Date of Birth (i.e. 7/4/1980)

Worker Email

Worker Start Date (i.e. 01/03/2020)
Worker End Date (i.e. 12/30/2020)*

Gender O Male O Female O N/A

To search all workers associated with your agency, click Search without adding values to the Worker Search Criteria fields.

Worker ID First Name MI Last Name Date of Birth SSN

XHK-
XX~
2920
XHK-
K-
6271
XHK-
Xx6756

[ Update Worker Email

Search

Clear | Submit | Exit |

Figure 53 Manage Workers Panel

2. Enter information for the worker whose information needs updating, then click Search. The
panel will be refreshed and results matching the search criteria will be displayed in the
“Worker Search Results” section. The last name and Social Security number fields are
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required to perform a worker search. If no search criteria were entered and the user selects
the Search button, a list of all workers associated with the provider agency will be displayed.

3. Click the row containing the worker’s name. The panel will be refreshed, and the worker’s
information will be populated in the fields in the “Worker Information” section.

Note: The only editable fields will be Worker Email and Worker End Date. If changes to other
fields are needed, the provider agency will need to contact Wisconsin EVV Customer Care at
833-931-2035, Monday—Friday, 7 a.m.—6 p.m.

Manage Workers

Manage Workers 2]
To search all workers associated with your agency, click Search without adding values to the Worker Search Criteria fields.

Worker Search Criteria

First Name

Last Name

Social Security Number

Date of Birth (i.e. 07/04/1980)

Search

Worker Search Results

Worker ID First N\ame MI Last Name Date of Birth SSN

XHK-
123456789 Justin X Time 05/06/1965 XX-
2920
XHK-
432156123 will X Do 02/11/1948 XX-
6271
987654321 Ima X Caregiver  08/12/1977 .
Xx6756
Worker Information
First Name Jystin
Middle Initial X
Last Name Time
Social Security Number xxx-xx-2920
Date of Birth {i.e. 7/4/1980) 05/06/1965
Gender ) Male O Female O N/A
Worker Email  time@email.com [ Update Worker Email

Worker Start Date (i.e. 01/03/2020) 06/06/2000
Worker End Date (i.e. 12/30/2020)* 12/31/2299

Clear | Submit | Exit |

Figure 54 Manage Workers Panel With Worker Information Populated
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4. Click the Update Worker Email checkbox. The New Worker Email and Confirm New Worker
Email fields will be displayed.

Worker Emad * drsmith@gmail.com [ Update Worker Email

New Worker Email

Confirm New Worker Email

Figure 55 New Worker Email Fields
5. Enter the new email for the worker in the fields.

Note: The email address must be unique to that worker and not shared with anyone else for
Sandata EVV purposes.

6. If the worker is no longer employed with the provider agency, the user can disassociate them
from the provider agency by entering the last date of employment in the Worker End Date
field in MM/DD/YYYY format.

Manage Workers

Manage Workers 1)

To search all workers associated with your agency, click Search without adding values to the Worker Search Criteria fields.
Worker Search Criteria
First Name
Last Name

Social Security Number

Date OF Birth (i.e. 07/04/1980)

Search

Worker Search Results

Worker [D  First Name MI[ Last Name Date Of Birth SSN

100005323 IMA CAREGIVER 08/12/1977 xxx-x%-6756
100005310 WILL Do 12/03/1980  xxx-%x-6271
100005309 JUSTIN TIME 10/20/1990  xxx-%x-2020

Worker Infarmation

First Name JUSTIN
Middle Initial
Last Name TIME
Social Security Number www-wx-2020
Date Of Birth (i.e. 07/04/1980} 10/20/1990
Gender Male Female NfA

wWorker Email time@email.com [] update Worker Email

Worker Start Date (i.e. 01/03/2020) o7/22/2020
Worker End Date (i.e. 12/30/2020)™ 07/27/2020

Clear

Submit | Exit

Figure 56 Manage Workers Panel with Disassociating Information
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Note: Adding a worker’s end date will only affect that provider agency and does not affect
other provider agencies that the worker may be employed with.

7. Click Submit. The worker’s information will be updated within the ForwardHealth system,
and the Worker Change Submitted panel will be displayed.

Manage Workers >> Worker Change Submitted

Worker Change Submitted 2]

Worker Changes Submitted
worker Information has been updated.

Exit

Figure 57 Worker Change Submitted Panel

8. Click Exit to return to the secure Provider page.
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8 List of Workers Within Your Agency

Users can view reports that list all the workers currently associated with the provider agency or
all workers including workers that have been end dated.

1. Onthe secure Provider page, click List of Workers within your Agency under the Quick Links
menu located on the right side of the page. The List of Workers panel will display.

List of Workers within your Agency

Required fields are indicated with an asterisk (™).

Report Options

Report for™®

Al Active Workers

Report

Generate Workers Report

Figure 58 List of Workers Within Your Agency Panel
2. Select “All Workers” or “All Active Workers.”

3. Click the Generate Workers Report link and the corresponding file in comma separated value
(CSV) format will be opened. This file can also be saved as an Excel file.

Note: All active workers will show as the high-end system date of 12/31/2299.

A B C D E F G
1 |Title: AgencylD 100001011 EVV IDENTIFICATION TEST - All Workers
2 Worker ID First Mame Last Name S5N Worker Email Start Date End Date
3 100001110 JUSTIN TIME AXH-X¥-BEEE time@test.com 1/1/2019 6/20/2020
4 100001111 SAM SAMPLE xxx-xx-8888 sample@test.com 6/16/2020 12/31/2299
3 100001112 TEST TESTERSEMN  xxx-xx-3333 testersen@test.com 6/18/2020 12/31/2299

Figure 59 List of All Workers
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A B C D E F G
1 |Title: AgencylD 100001011 EVV IDENTIFICATIOM TEST - All Active Workers
2 |WaorkerID First Name Last Mame SSN Worker Email Start Date End Date
3 100001111 SAM SAMPLE  xxx-xx-8888 sample@test.com 6/18/2020 12/31/2299
4 100001112 TEST TESTERSEMN xxx-xx-3333 testersen@test.com  7/12/2020 12/31/2299
3 100001113 JOHN SMITH Xxx-xx-6789 jsmith@gmail.com 7/27/2020 12/31/2299

Figure 60 List of All Active Workers
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