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1 Introduction

ForwardHealth makes hospital access payments to increase reimbursement for hospitals and to
encourage provider participation in Wisconsin Medicaid. These add-on payments are made to
certain inpatient and outpatient hospital claims for qualifying services under current
ForwardHealth policy.

Hospitals can access reports that display the list of claims eligible for an access payment in a
given week and the associated payment amount. These reports are available via the Hospital
Access Payment Listings Report page on the user’s secure ForwardHealth Provider Portal
account homepage.
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2 Assign Role to View Hospital Access
Payment Reports

The account administrator must initially establish clerk accounts and assign roles for the various
functions these clerks will perform. Administrators will need to assign the Hosp Access Report
role for clerks to view hospital access payment reports.

Administrators can refer to the Clerk Maintenance chapter of the ForwardHealth Provider Portal
Account User Guide for detailed instructions on assigning roles and setting up clerk accounts.

2 Assign Role to View Hospital Access Payment Reports 2
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3 Access the Hospital Access
Payment Listing Report Page

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

O L am————— pep— deparmant of heokh services
ForwardHealth s
Wisconsin serving you
Welcome » February 8, 2022 12:51 PM
Legin

Providers Members
. Welcome to the ForwardHealth Portal « Find a Pro
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. Partners
. « Find a P

rdHealth System Generated Claim Attention: The information included on the ForwardHealth Portal is not intended for ed
« Adjustments members enrolled or looking to enroll in Wisconsin Medicaid programs. Refer to the « Express Enroliment for C
« Health Care Enroliment DRepartment of Health website for member-specific information. « Express Enrollment Change Request

« Waiver Agencies
t Case Trading Partners
4 3 « Trading Partner Profile
P of ?
3 ' ] i « PES
Providers Acute and Primary  Adult Long-Term  Children's Specialty + Companion Guides
Acute and Primary Managed Care Managed Care Care Programs Programs nent Case
+ Related Programs and Se 3 . val Process
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"m J Children's Specialty Programs
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Managed Care Plans
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Figure 1 ForwardHealth Portal Page
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2. Click Login. A Sign In box will be displayed.

ForwardHeulth

Sign In

Username

Figure 2 Sign In Box

3. Enter the user's username.

4. Click Next. A Verify with your password box will be displayed.

ForwardHealth

Verify with your password

(%) PORTALUSER1

Password
....I.I.l.|

Forg a rd

Ba nir

Figure 3 Verify With Your Password Box

5. Enter the user’s password.

3 Access the Hospital Access Payment Listing Report Page
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6. Click Verify. The secure Provider page will be displayed. The Hospital Access Payment Report
link is available under Quick Links.

Welcome Provider Name » October 2, 2024 10:50 AM

TN ———
ForwardHealth == =

IseonEIn BUrvIng you
Home | Search Enrollment | Claims | Prior Authorization | Remittance Advices | Trade Files | Health Check | Max Fee Home | Account | Contact Information |
Online Handbooks | Site Map | iC Functionality | User Guides | Certification | Message Center |

You are logged in with NPI: 1234567890, Taxonomy Number: 123G00000X, Zip Code: 54660, Financial Payer: Medicaid, Type O Business: : Py
Other, IRS Tax-Exempt: No, Public/Private: Private -

a‘% Providers

What's New? Home Page
* Update User Account

TS Providers can improve efficiency while reducing overhead and papenwork by using real-time applications available on the new ¢ Customize Home Page
- ForwardHealth Portal, Submission and tracking of claims and prior autherization requests and amendments, on-demand access to Update Adult LTC waiver Service(s) or
‘)ﬁ“ remittance information, 835 trading partner designation, and instant access to the most current ForwardHealth information is now « Programs{s)
available. * Demographic Maintenance
* Electronic Funds Transfer
* Check My Revalidation Date
* New Rate Reform Part 3 Ideas/Recommendations Requested. « Revalidate Your Provider Enroliment
* Incentive Payments, . , Are you Eligible? « Check Enroliment
* ForwardHealth System Generated Claim Adjustments * Provider Enrcllment Upload File Check
o ForwardHealth E-payment
Messages (7]

Quick Links
* Register for E:
* Provider-specific Resources

You have no messages.
530 mail Subscription

* Request Portal A

The information contained in this message is confidential and is intended solely for the use of the person or entity named above. This
message may contain individually identifiable information that must remain confidential and is protected by state and federal law. If the

Designate 835 Receiver

reader of this message is not the intended recipient, the reader is hereby notified that any distriby or of * Online Handbooks
this message is strictly prohibited. If you have received this message in emror, please immediately netify the sender by telephone and s ForwardHealth Updates
destroy the original message. We regret any /enience and appr your i o Fan Schedules
. me a Provider
255 No rows found *** . t Tracking Search
* Training Li
Ex cion of Banefits (EOBs)
Prios Authorizations o + Explanation of Banefits (EOBs)

Newborn Reporting
Provider Based Bills (PS8)

The grant date and expiraticn date shown below are for the first line-icem only.
* Express Enrollment for Adufts
*** No rows found ***

3 L MTM Data Dictionary

Accessing the MTM Member List instructions:

Medication Therapy Management (MTM)

To get RA's older than 121 days, please contact provider services. * View Nursing Home Rate Communications
* Nursing Home LOC Request - Add/Revise

+ View Submitted Nursing Home LOC Requests

Remittance A

* Updste Pending Nursing Home LOC Request
= Cancel Pending Nursing Home LOC Request
= Nursing Home Level Of Care Reports

* Hospice Election

* Express Enroliment for Children

+  Express Enrollment for Pregnant Women

o Express

rollment Change Request

* Physical Exam Healtl

MedSclutions

Upload Audit Documentation

Audit Correspondence

wisconsin Well Woman Program Policy and
* Procecure Manual

Hospital Pay For Performance

+ Other Coverage Discrepancy Report

Prior Authorization Exempted

Contacts

PASRR Leve! I Wizar

Electronic Visit Verification Links
Add Worker
Upload Worker File

Manage Workers

List of Workers within your Agency

EVV Portal Functionalit ser Guide

Wisconsin EVV Customer Care - 833-931-
2035.

Figure 4 Secure Provider Page
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Note: If the Hospital Access Payment Report link does not appear on the secure Provider
page, the user does not have the correct security role to access this functionality. If this user
should have access and does not, the user should contact their administrator.

7. Click Hospital Access Payment Report under Quick Links. The Hospital Access Payment Listing
Report page will be displayed.

wisconsin.gov home state agencies department of health services

interChange Welcome Provider Name » October 2, 2024 12:21 PM

TN
ForwardHealth Lot

isconsin serving you

Home Search Enrollment | Claims | Prior Authorization | Remittance Advices | Trade Files | Health Check

Max Fee Home | Account Contact Information | Online Handbooks \ Site Map | iC Functionality | User Guides | Certification |

Message Center

You are logged in with NPI: 1234567890, Taxonomy Number: 123G00000X, Zip Code: o
earc
54301, Financial Payer: Medicaid L |

g@ Providers » Hospital Access Payment Listing_Report Page

Hospital Access Payment Listing Report

« Hospital Access Payment Report

Figure 5 Hospital Access Payment Listing Report Page
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8. Click the Hospital Access Payment Report link. The OnBase document viewer will open and
show all of the available reports for the user.

A Not secure  10.40.10.57/WI|Portal2/Subsystem... & ¢ ) -

Description

&
Document ID
2702610
2700335
2697137
2605897

CLM-1101-W: Weekly Access Payment Report - 9/24/2024
CLM-1101-W: Weekly Access Payment Report - 9/20/2024
CLM-1101-W: Weekly Access Payment Report - 9/13/2024

CLM-1101-W: Weekly Access Payment Report - 9/12/2024

Figure 6 OnBase Document Viewer Window

3 Access the Hospital Access Payment Listing Report Page
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9. Click the desired report.

& 5 C A Notsecure 10.40.10.57/WiPortal2/Subsystem... & % 3 8

| DocumentID Description

2700335 CLM-1101-W: Weekly Access Payment Report - 9/20/2024
‘ 2697187 CLM-1101-W: Weekly Access Payment Report - 9/13/2024
‘ 2695807 CLM-1101-W: Weekly Access Payment Report - 9/12/2024

Figure 7 OnBase Document Viewer Window—Select Document

3 Access the Hospital Access Payment Listing Report Page
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10. Navigate to the location in which the report was downloaded on the computer.

$| o =+ | Downloads - O 4
Home Share View o
« « A & » ThisPC » Downloads v &  Search Downloads p
@ OneDrive - Gainwell Technologies & O Name e Type — =

Apps v Today (1)
Attachments | 2 OnBaseDocViewer (3)  10/2/2024 1:15PM  Microsoft Excel Comma Separated Values File |
I Desktop v Earlier this week (3)
7 Documents B OnBaseDocViewer 9/30/2024 4,07 PM Microsoft Excel Comma Separated Values File v
DXC-Desktop-Backup v X >
992items  1item selected 656 bytes =

Figure 8 Downloaded File

11. Double-click to open the report. The comma-separated values (CSV) text file will be displayed

in Excel.

File  Home Insert Draw Pagelayout Formulas Data Review View Automate Help Acrobat | ] Eﬁ:’
%] | B
Clipboard Font | Alignment | Number ;_fi Cells | Editing >
. . v . 7] . .
Styles Sensitivity Add-in: A
Al 5 X « f | ICN v
A B c | b E G | H ] 3 []4]
1 |ICN ACCESS_PACCESS_PPAYMENT_NUMBER
2 | 4.92E+12 2923 20240919
3 | 2.22E+12 2923 20240917 55555
4 | 2.22E+12 2923 20240917 55555
5 | 2.22e+12 2923 20240917 55555
6 | 2.22F+12 2923 20240917 55555
7 | 2.22E+12 2923 20240917 55555 |
8 | 2.22E+12 2923 20240917 55555
9 | 4.92E+12 2923 20240920
10 | 4.92E+12 2923 20240920
11 4.92E+12 2923 20240920
12 | 4.92E+12 213 20240920
13 | 4.92E+12 2923 20240920
14 | 4.92E+12 2923 20240917
15 | 4.92E+12 2923 20240920
| 16 | 4.92E+12 2923 20240920 -
| OnBaseDocViewer (3) | (3 < ’
Edit E® % Accessibility: Unavailable [ Display Settings _—

Figure 9 Microsoft Excel Window

12. Click Save As and name the report.

3 Access the Hospital Access Payment Listing Report Page
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13. Choose a location on the computer or network and save the report.

3.1 Format an Access Payment Report

To properly read the CSV text file report after it has been saved, the user will need to first import
the text file into a spreadsheet or database program and then format it. The examples shown
here use the Excel spreadsheet program.

1. Open a blank spreadsheet in Excel.

AutoSave (@ o) - Worksh... ~ £ Search

File Home  Insert Draw Page Layout Formulas m Review  View  Help Acrobat = Comments

% [ Recent Sources P [T Queries & Connections ,ﬂ v ;a Z;:] Be Ej‘? BH Group ~

[® From Web [P Existing Connections @Bungroup ~

Refresh ) Sort Filter Text to L' i What-tf Forecast | o
a 8 Advanced | Columns €0 ~ (B | Analysis+  Sheet £ subtotal

+ [ From Table/Range All~

Get & Transform Data Queries & Connections Sort & Filter Data Tools Forecast Outline

Sheet3 Sheetl
[ Display Settings m -

Figure 10 Blank Spreadsheet
2. Inthe menu bar at the top of the screen, click Data. The Data menu will be displayed.

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

3 Access the Hospital Access Payment Listing Report Page
10



ForwardHealth Hospital Access Payment Reports User Guide December 26, 2024

4. Navigate to the location of the report on the computer and click the report.

EM Import Data X

<« v 4 » This PC > Windows (C:) > adobeTemp v U  Search adcbeTemp P

Organize ~ New folder = - m

® This PC ~ Name Date modified Type Size

9 30 Objects ETR6712.tmp 3/21/2024 6:34 AM File folder

I Desktop 89 AccessPayments_1 10/7/2024 11:07 AM Microsoft Excel Com... 2KB

“t| Documents

¥ Downloads

J Music

&= Pictures

ﬂ Videos

£3 Windows (C)
$WinREAgent
adobeTemp e

AN
File name: | AccessPayments _1 ‘ Text Files ¥

Tools ~ Cancel

Figure 11 Import Data Window

6. Click Import. The report data will be displayed.

AccessPayments]
File Origin Delimiter Data Type Detection
1252: Western European (Windows) ~ | | Comma * | | Based on first 200 rows v
KN ACCESS_PAYMENT_AMOUNT  ACCESS_PAYMENT_DATE  PAYMENT_NUMBER A
4.924276+12 2923 20240919 nuil
2.22426€+12 2923 20240917 55555
222426412 2923 20240917 55555
22242612 2923 20240917 55555
2224266412 2923 20240817 55555
2224266412 2023 20240917 55555
2.22426€+12 2923 20240917 55555
4924276412 2023 20240920 null
4924276412 2923 20240920 null
4.92427€+12 2923 20240920 null
4.92427€6+12 213 20240520 nuil
4.92427€+12 2923 20240920 null
4.92426€+12 223 20240917 null
4924276412 2923 20240920 null
4924276412 2923 20240520 null
2.22426E+12 2923 20240919 nuil
2.22426€+12 2923 20240919 nuli
222426€+12 2923 20240920 null v
222426612 2923 20240920 il
Transform Data Cance

Figure 12 Report Data Screen
7. Keep the default File Origin, Delimiter, and Data Type Detection values, as shown.
8. Click Load and select Load To from the drop-down menu in the bottom right corner.

3 Access the Hospital Access Payment Listing Report Page
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9. The Import Data box will be displayed. Select how the data should be viewed and where the
data should be imported and click OK.

Import Data 7 h4
Select how you want to view this data in your workbook,
] (@) Table
4_3“ i) PivotTable Report

1% (O PivorChart
| () Only Create Connection
Where do you want to put the data?
() Existing worksheet:
$AST 1
®) New worksheet

: | Add this data to the Data Model

Propertie Ok Cancel

Figure 13 Import Data Box

3 Access the Hospital Access Payment Listing Report Page
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10. The information will be displayed in an Excel worksheet.

File Home Insert Draw Page Layout Formulas Data Review View Automate Help Acrobat Table Design Query [ »=
Table Name: Summarize with PivotTable F @ i [=] Header Row [ First Column [¥] Filter Button ?‘
AccessPayment: E,! Remove Duplicates l:? = *~ F& | [ Total Row [[] Last Column ﬁ

Insert Export Refresh Quick
8 Resize Table E,% Convert to Range Slicer v v B Banded Rows [ | Banded Columns Styles ~
Properties Tools External Table Data Table Style Options Table Styles ~
Al ol 5 v
A B C D E F G H [
1 |
2 | 4.92427E+12 2923 20240919 ‘
3 | 2.22426E+12 2923 20240917 55555 \
4 | 2.22426E+12 2923 20240917 55555 ‘
5 | 2.22426E+12 2923 20240917 55555 1
6 | 2.22426E+12 2923 20240917 55555 \
7 | 2.22426E+12 2923 20240917 55555 1
8 2.22426E+12 2923 20240917 55555 \
9 | 4.92427E+12 2923 20240920 ‘
10| 4.92427E+12 2923 20240920 \
11| 4.92427E+12 2923 20240920 ‘
12| 4.92427E+12 213 20240920 |
13| 4.92427E+12 2923 20240920 ‘
14| 4.92426E+12 2923 20240917 [~
15| 4.92427E+12 2923 20240920 ‘
16| 4.92427E+12 2923 20240920 ‘
17 | 2.22426E+12 2923 20240919
18| 2.22426E+12 2923 20240919
19| 2.22426E+12 2923 20240920
20| 2.22426E+12 2923 20240920
21| 2.22426E+12 2923 20240920
22 | 2.22426E+12 213 20240920 [~
| Accesspayments1 | sheets | ® £l 1 [
Ready [@ Wb Accessibility: Unavailable Cd Display Settings 12} o -—a—+ 100%

Figure 14 Populated Spreadsheet

11. Certain columns may show scientific notation in place of long numbers such as internal
control numbers. To correct this:

a. Click a column header to highlight the entire column.

3 Access the Hospital Access Payment Listing Report Page
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b. Under the Home menu, click the Number Format dialog box (represented by a diagonal
arrow in the corner).

X

£ Search 53] - [}

File Home Insert Draw  Page Layout Formulas  Data  Review View  Automate  Help  Acrobat  Table Design Query DCommeMs‘ #2 Share ~
ﬁj & Aptos Narrow ~ ] : Genera\o - g:ﬂnditinni:rw‘»‘minq“ E}) E%
P B | B I U-|AA SR 7689 | A fornatasbie cells | Editing Add-ins | Analyze | Create PDF  Create PDF and

| e <8 % [ cell Styles ~ ~ Data | and Share link Share via Outlook
Clipboard Font &l Aignment & Number [ Styles Sensitivity | Add-ins Adobe Acrobat

f | ICN
B8 C | D | E F <H H ! J K L
1 ACCESS_PAYMENT AMOUNT -ACCESSJ’A‘IMENT?DATE - PAYMENT NUMBER [id
2 | 4.92427E+12 2923 20240919
3 | 2.22426E+12 2923 20240917 55555
4 | 2.22426E+12 2923 20240917 55555
5 | 2.22426E+12 2923 20240917 55555
6 | 2.22426E+12| 2923 20240917 55555
7 | 2.22426E+12 2923 20240917 55555
8 | 2.22426E+12 2923 20240917 55555
9 §.924:27E+12 2923 20240920
10 | 4.92427E+12| 2923 20240920
11| 4.92427E+12 2923 20240920
12 | 4.92427E+12 213 20240920
13| 4.92427E+12 2923 20240920
14| 4.92426E+12 2923 20240917
15 | 4.92427E+12 2923 20240920
16 | 4.92427E+12) 2923 20240920
Access Payments_1 | Sheetl | (%) ]

Ready [ % Accessibility: Unavailable Average: 298364E+12 Count33 Sum:954764E+13  [g Display Settings i3] B - —8——+ 100%

Figure 15 CSV Text File Number Fix

c. Select Custom in the Category section.
Format Cells 7 x
Number Alignment Font Border Fill Protection
Category:
General Sample
Number Check/EFT Mumber
Currency
Accounting Type:
Date e
Time K
Percentage L2 220,00 )(S= 220.00) -~
Fraction §# ##0.00 ) [Red]($# #%0.00)
Scientific 0%
Text 0.00%
Specal 0.00E+00
cion ey
#p |
#7777
my/d/yyyy
d-mmm-yy
d-mmm
mmm-yy v
Delete
Type the number format code, using one of the existing codes as a starting point.

Figure 16 Number Format Dialog Box

d. Select #?/? in the Type section.

3 Access the Hospital Access Payment Listing Report Page
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e. Click OK. Once expanded, the column with long numbers should now appear correctly.

£ Ssearch
File Home Insert Draw Page Layout Formulas Data Review View Automate Help Acrobat J Comments | |2 Share ~
v v v Conditional Formatting ~
E”D E& A:tosINaler“ X,, - Genera\o EF o e 9 E @ E‘}, E&
Paste B * ol A < | $ - % 9 | EAFomat s ble Cells | Editing Add-ins | Analyze | CreatePDF Create PDF and
PR ] B-|&- A~ e 9 9 [ ol Styles ~ - - Data | and Share link Share via Outlook
[F] Font ] Alignment Gl Number Styles Sensitivity | Add-ins Adabe Acrobat ~
E1 = £ v
A B € D E F G H I J K L+
il ICN Access PAYMENT AMOUNT Bl Access PAYMENT DATE Bl PAYMENT NUMBER B
2 | 4924270000000 2023 20240919
3 | 2224260000000 2023 20240917 55555
4 | 2224260000000 2923 20240917 55555
5 | 2224260000000 2923 20240917 55555
6 | 2224260000000 2923 20240917 55555
7 | 2224260000000 2923 20240917 55555
8 | 2224260000000 2923 20240917 55555
9 | 4924270000000 2923 20240920
10| 4924270000000 2923 20240920
11} 4324270000000 2923 20240920
12 4924270000000 213 20240920
13| 4924270000000 2923 20240920
14 4924260000000 2923 20240917
15 4924270000000 2923 20240920
16 4924270000000 2923 20240920 T~
Access Payments_1 | Sheetl ® <] i
Ready [ b Accessibility: Unavailable [ Display Settings H 0 - ——§F——+ 100%

Figure 17 Corrected CSV Text File

12. Save the formatted report.

3 Access the Hospital Access Payment Listing Report Page
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