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1 Introduction

This functionality allows users with the necessary role to retrieve provider-based billing summary
reports through the secure area of the ForwardHealth Portal. Provider-based summary reports
are available for users to download in .csv or .pdf format.

The provider-based billing process runs monthly on the first full weekend of every month and
files are available once the process is completed.

For information about electronic payments, refer to the ForwardHealth Portal Electronic
Payment User Guide.
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2 Access the Provider Based Billing
Page

1. Access the ForwardHealth Portal at https://www.forwardhealth.wi.gov/.
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Figure 1 ForwardHealth Portal Page
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2. Click Login. A Sign In box will be displayed.
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Figure 2 Sign In Box

3. Enter the user's username.

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

ForwardHeulth
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() PORTALUSER1

Password
Forg rd
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Figure 3 Verify With Your Password Box
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5. Enter the user’s password.

March 11, 2024

6. Click Verify. The secure Provider page will be displayed.
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Figure 4 Secure Provider Page
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7. Click Provider Based Bills (PBB) in the Quick Links box near the right side of the page. The
Provider Based Billing page will be displayed.
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Figure 5 Provider Based Bills (PBB) Page

Links to the OnBase provider-based billing summary reports are available under the Provider
Based Billing heading.

Note: Provider-based billing summary reports are only available to admin users and clerks
with the Prov Based Billing clerk role. If the user does not have the correct security role to
access this functionality, they will receive an OnBase error message stating the document
could not be loaded. If this user should have access and does not, the user should contact
their administrator. Portal administrators should refer to the ForwardHealth Provider Portal
Account User Guide for instructions on assigning roles in the Portal.

8. Proceed to the following sections to access provider-based billing summary reports in either
.csv or .pdf format.

e Provider Based Bills—Comma-Separated Value Formatting

e Provider Based Bills—Portable Document Formatting
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2.1 Provider Based Bills—Comma-Separated Values Format

1. Click the Provider Based Bills—CSV Format link from the Provider Based Bills page. The
OnBase document viewer will open.

@ OnBase Document Viewer - View TPLO120M Report - Google Chrome = O X

A Not secure | 172.30.10.57/WIPortal2/Subsystem/SW/ViewOnBaseDoc.aspx?id=PBBReport108NewWin=Y

Document ID  Description

2388312 TPL-0120-M: Provider-Based Billing (PBB) Report - PHI - 8/23/2022
2388278 TPL-0120-M: Provider-Based Billing (PBB) Report - PHI - 8/22/2022
2388244 TPL-0120-M: Provider-Based Billing (PBB) Report - PHI - 8/23/2022
2387704 TPL-0120-M: Provider-Based Billing (PBB) Report - PHI - 8/22/2022

T i T T i T T i P S

Figure 6 OnBase Document Viewer
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2. Click the desired report. A file download icon will be displayed in the bottom left corner of the
page, and the file will download directly to the user’s default download file location. The user can
view all recent downloads by clicking Show all in the bottom right corner of the page.

@ OnBase Document Viewer - View TPLO120M Report - Google Chrome - (m} X

A Not secure | 172.30.10.57/WIPortal2/Subsystem/SW/ViewOnBaseDoc.aspx?id=PBBReport10&NewWin=Y

Document ID Description

2388312 TPL-0120-M: Provider-Based Billing (PBB) Report - PHI - 8/23/2022
2388278 TPL-0120-M: Provider-§lsed Billing (PBB) Report - PHI - 8/22/2022
2388244 TPL-0120-M: Provider{¥ased Billing (PBB) Report - PHI - 8/23/2022
2387704 TPL-0120-M: ProvidegiBased Billing (PBB) Report - PHI - 8/22/2022

E oOnBaseTempFile_2..txt A Showall X

Figure 7 OnBase Document Viewer Window
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3. Click the icon to open the file name ending in .txt to verify the .txt file generated is being
retrieved in a format where the data is separated by commas.

File Edit Format View Help
“Billed Date","Carrier Code","Carrier Name","Billing Provider Number","Street Address"”,"City","State"”,"ZIP Code","Pr A
"2t97/31/2022"" " "=""42H" ", "=""MEDICA"""  "=""0000000000""" ,"="" 1234 MAIN ST """ *=""TOMAH""" "=""}""

" “"07/31/2022“"": "42H""" "=""MEDICA"""  "=""0000000000""" "=""1234 MAIN ST """ "=""TOMAH""" "=""RWI""","

"=""07/31/2022"""," ""701"""," " XYZ HEALTH PLAN""" "-"'0000000000""" "=""1234 MA[N ST e ""TGMH""" " ""WI""" "

"=""97/31/2022""","=""42H""", "=""MEDICA" DDDDDDODDD 1234 MAIN ST ™ TOMAH WL 54666

- ""97/31/2922“"","=""42H"""," “"MED]CA""" " "'DDDDDDDDDD""“ "="" 1234 MAIN ST """ " "“TOMAH""" " ""HI"“" "=""54660"

< >
Ln1, Col1 100%  Windows (CRLF) UTF-8

Figure 8 Comma-Separated Data
4. Close the file and navigate to the location in which the .txt file was downloaded.

5. Change the extension to “.csv.”

W This PC A [0 Name Date modified  Type Size

_J 3D Objects v Today (1)

I Desktop OnBaseTempFile_202211011630137533_2388312.txt 11/1/2022 430... Text Docum... 9KB I
5 Documents v Yesterday (6)

Figure 9 Download File—.TXT Extension

» This PC A [0 Name Date modified  Type Size

P 3D Objects v Today (1)

I Desktop @ OnBaseTempFile_202211011630137533_2388312.csv 11/1/2022 430...  Microsoft Ex... GKBI
* Documents v Yesterday (6)

¥ Downloads @) 2022 Medicare Rate Update 122443 BA (1).docx 10/31/20211... Microsoft W... 23K8

Figure 10 Download File—.CSV Extension
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6. Double-click to open the file. Note: The fields may need to be expanded to view all of the data,
but the data should be separated correctly by cell.

AutoSave (@ o) v s OnBaseTempFile_202211011630137533_2388312.csv » £ Search (Alt-Q) Hammill, Gregory HG 0 — X
File Home Insert Draw Page Layout Formulas Data Review View Help Acrobat 2 Comments 5 Share
< X e Hinset v+ | X v A
| Calibri o1 YA A 25 Wrap Text General v Eﬂ EE ﬁ Y (@)
;s[tj - Conditional F /f {{ Eoeete ~ | [~ Szn&Fd& Anal
e B I U~ Hv &vA-|= = . .9 0 o onditional Formatas Cel = 0 ing nalyze
- ¢ S - EEE E = EMegeacena $-%9 %A Formatting~ Teble~ Styles~ | (HIFormaty | @~ Fijerv Select~ | Dot
Clipboard % Font [ Alignment [ Number M Styles Cells Editing Analysis | Sensitivity A
Al bs Je Billed Date o
A B c | b ERNS | SE 6 | H | 1 J K L | M N | © P | a RIS T v a
1 [8Billed Datlcarrier Co Carrier Na Billing Prcstreet Ad¢City State  ZIPCode Provider FMedical R PrescriptiiICN Member | Member L Member F Billed Am FDOS  Final Statt Amount P Earliest Auto-Recoup L
2 107/31/20242H MEDICA 123456789 123 MAIN TOMAH WI 54660 111111111987654321 DOE MAXIMUS $6,000.00 01/01/201 Paid $6,060.00 11/28/2022
3 |07/31/20242H MEDICA 123456789 123 MAIN TOMAH Wi 54660 111111111987654321 DO MAXIMUS $1,200.00 01/30/201 Paid $1,332.00 11/28/2022
4 07/31/202701 'XYZ HEAL123456789 123 MAIN TOMAH W1 54660 11111111 111111117123456789DOE ~ DOUG  $5,000.00 02/01/201 Paid $4,355.62 11/28/2022
5 107/31/20242H MEDICA 123456789 123 MAIN TOMAH Wi 54660 111111111987654321 DOE  MAXIMUS $400,000.002/01/201 Paid $359,773.£11/28/2022 =
OnBaseTempFile 2022110116301375 ® [ D]
Ready (S [@ Display Settings  BH M -————+ 100%

Figure 11 CSV Formatted File

A B C D E B
1 |Bi|led Date .ICarrier Code Carrier Name Billing Provider Number Street Address
2 107/31/2022 42H MEDICA 1234567890 123 MAIN ST
3 |07/31/2022 42H MEDICA 1234567890 123 MAIN ST
4 07/31/2022 "701 XYZ HEALTH 1234567890 123 MAIN ST
5 407/31/2022 42H MEDICA 1234567890 123 MAIN ST ]

OnBaseTempFile 20221101 (%) « ] ]

Ready [@® [& Display Settings ﬁ N ——3—+ 100%

Figure 12 Cell Width Expanded to Fit Data

2.2 Provider Based Bills—Portable Document Format

1. Click the Provider Based Bills—PDF Format link from the Provider Based Bills page. The
OnBase document viewer will open.

@ OnBase Document Viewer - View TPLO121M Report - Google Chrome - O X

A Not secure | 172.30.10.57/WI|Portal2/Subsystem/SW/ViewOnBaseDoc.aspx?id=PBBReport208&NewWin=Y

Document ID  Description
2388974 TPL-0121-M: Provider-Based Billing (PBB) Mailed Output - PHI - 8/24/2022

NN NV N e e A ey Y \NW'\J“’MIM\/"\I" RV P

Figure 13 OnBase Document Viewer
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2. Click the desired report. The PDF file with the provider-based billing information will be

displayed.

3. Scroll down to view the provider-based billing summary report.

@ OnBase Document Viewer - View TPLO121M Report - Google Chrome

A Not secure

Document ID Description

172.30.10.57/WIPortal2/Subsystem/SW/ViewOnBaseDoc.aspx?id=PBBReport20&NewWin=Y

= ] X

2388974

TPL-0121-M: Provider-Based Billing (PBB) Mailed Output - PHI - 8/24/2022

Tony Evers
Governor

Karen E. Timberlake
Secretary

Current Date: 08/23/2022

Carrier Name: BC BS OF MASSACHUSETTS
Carrier Code: 123

123 MAIN ST

P.0. BOX 1234

ANYTOWN MA 55555

RE: Provider-Based Billing Summary

for a copy of his or her insurance identification card.

Claim ICN Member  Member Name
1D

0000000000000 9876543210 TEST WAGNER

F-13441 (10/08)

State of Wisconsin
Department of Health Services

Please contact the insurance carrier at (608)221-4711 to verify claim submission address, or contact the member

DIVISION OF MEDICAID SERVICES

COORDINATION OF BENEFITS UNIT
PO BOX 6220
MADISON'WI 53716

Telephone: 800-362-3002
Fax 608-221-4567
TTY: 711

Billing Provider Number: 1234567890

Billed Claim from Final Amount
Amount Date of Status Paid
Service
$800.00 12/15/2021

Figure 14 Provider-Based Billing Summary Report
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4. The user can choose to download the report to their computer or print the report by clicking
the icons in the upper right corner.

Document D Description
2388974 TPL-0121-M: Provider-Based Billing (PBB) Mailed Qutput - PHI - 8/24/2022

= OnBaseDocViewer.. 5 /5§

Figure 15 Download and Print Icons
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