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1 Introduction 

The nursing home level of care (LOC) wizards will allow users to create, revise, submit, and 
cancel nursing home LOC requests via the ForwardHealth Portal.  
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2 Access Nursing Home Level of Care 
Wizards 

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

 ForwardHealth Portal Home Page 

https://www.forwardhealth.wi.gov/WIPortal/Default.aspx
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1. Click Login. A Sign In box will be displayed. 

Figure 2  Sign In Box 

2. Enter the user's username. 
 

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

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

 Click Verify. The Secure Provider page will be displayed. 

 Secure Provider Page 



March 11, 2024 Nursing Home Level of Care Request User Guide  
 

2 Access Nursing Home Level of Care Wizards   5 
 

 Click Providers on the main menu at the top of the page. The Providers page will be 
displayed. 

  Providers Page 

Under Quick Links on the Providers page, users can choose from the following: 

• Nursing Home LOC Request – Add/Revise 

• View Submitted Nursing Home LOC Requests 

• Update Pending Nursing Home LOC Request 

• Cancel Pending Nursing Home LOC Request 

• Nursing Home Level of Care Reports 



March 11, 2024 Nursing Home Level of Care Request User Guide  
 

2 Access Nursing Home Level of Care Wizards   6 
 

2.1 Assign Role for Accessing Nursing Home Level of Care Wizards 

The account administrator must initially establish clerk accounts and assign roles for the various 
functions the clerks will be performing. Administrators will need to assign the NHLOC Clerk role 
for clerks to access the nursing home LOC wizards to complete and send nursing home LOC 
requests.  

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.

https://www.dhs.wisconsin.gov/publications/p0/p00952.pdf
https://www.dhs.wisconsin.gov/publications/p0/p00952.pdf
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3 Add or Revise Nursing Home Level 
of Care Request 

The Nursing Home LOC Request panel will allow a user to add or revise a nursing home LOC  
request. 

3.1 Add New Nursing Home Level of Care Request 

 On the Providers page under Quick Links, click Nursing Home LOC Request – Add/Revise. 

 Quick Links Menu 

https://mygainwell-my.sharepoint.com/personal/gregory_hammill_gainwelltechnologies_com/Documents/Desktop/Figure%20Captions%20and%20Cross-references%20How-To.docx?web=1
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The Nursing Home LOC Request panel will be displayed. 

 Nursing Home LOC Request Panel 

 Select New Request and click Next. 

 Nursing Home LOC Request Panel 
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The Member Search panel will be displayed. 

 Member Search Panel 

 Enter the member ID or a combination of the following required fields for the member and 
click Search:  

• Member ID 

• Social Security number (SSN) and date of birth (DOB) 

• Member first name, last name, and DOB 
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The member search results will be displayed. 

 Member Search Panel—Search Results 
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 Click Next. The Nursing Home LOC New Request panel will be displayed. 

 Nursing Home LOC New Request Panel 

 Under the Level of Care Information section, enter the nursing home LOC start date. The 
nursing home end date field should be left blank.  
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Note: All LOC are automatically categorized as non-developmentally disabled. However, if 
the user has a DD LOC request, they must select ICF2 Nursing Home - Non-DD and upload an 
attachment identifying the request. The request will then be sent for manual review. 

 Under the Minimum Data Set (MDS) Comprehensive Assessment Submittal section, answer 
the following: 

• Is the short term stay less than 13 days? Select Yes or No. 

Note: If yes, the user will need to upload an attachment with the following: physician’s 
orders admitting the member to the nursing home, all nursing medical notes including 
any therapy notes, and a discharge summary from the previous facility, if applicable. 

• Will an MDS Comprehensive Assessment be submitted to the Centers for Medicare and 
Medicaid Services (CMS) MDS system? Select Yes or No. 

 Under the Upload Attachment section, users can choose to upload an attachment(s). The 
following file extensions are allowed for uploading: .jpg, .jpeg, .txt, .rft, .csv, and .pdf. To 
upload an attachment: 

a. Click Choose File. 

b. Select and double-click the document.  

c. Click Upload. 
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 Under the Nursing Home Contact section, the fields will be populated with the contact 
information that was entered when setting up the Portal account.  

Note: The user can update this information if it is different than the user entering this 
information. 
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 Click Next. The Nursing Home LOC Request Summary panel will be displayed with the 
updated information. 

 Nursing Home LOC Request Summary Panel 
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 Check the Attestation box at the bottom of the page. 

 Click Submit. A confirmation message will be displayed. The status of the LOC request can be 
viewed under the View Submitted Nursing Home LOC Requests panel. Refer to the View 
Submitting Nursing Home Level of Care Requests chapter for more information. 

 Confirmation Message 

Note: To print the page, click Print in the lower right corner. 

 Print Option 

3.2 Revise Level of Care Start Date 

 On the Nursing Home LOC Request panel, select Revise Start Date and click Next. 

 Nursing Home LOC Request Panel 
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The Member Search panel will be displayed. 

 Member Search Panel 

 Enter the member ID or a combination of the following required fields for the member and 
click Search.  

• Member ID 

• SSN and DOB 

• Member first name, last name, and DOB 
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The member search results will be displayed. 

 Member Search—Search Results 

 Click Next. The Member LOC Results panel will be displayed. 

 Member LOC Results Panel 

 Select the desired LOC segment and click Next.  

 Member LOC Results Panel 
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The Nursing Home LOC Revise Start Date Request panel will be displayed. 

 Nursing Home LOC Revise Start Date Request 

 Enter the new start date in the Start Date for Nursing Home LOC* field. Note: The start date 
field is the only field that can be edited. 

 Click Next. The Nursing Home LOC Request Summary panel will be displayed with the 
updated start date. 
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 Nursing Home LOC Revise Start Date Request 

 Check the Attestation box at the bottom of the page. 

 Click Submit. A confirmation message will be displayed. 

 Confirmation Message 

Note: To print the page, click Print in the lower right corner. 
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3.3 Revise Level of Care End Date 

 On the Nursing Home LOC Request panel, select Revise End Date and click Next. 

 Nursing Home Level of Care Request Panel 

The Member Search panel will be displayed. 

 Member Search Panel 
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 Enter the member ID or a combination of the following required fields for the member and 
click Search: 

• Member ID 

• SSN and DOB 

• Member first name, last name, and DOB 

The member search results will be displayed. 

 Member Search Panel—Search Results 

 Click Next. The Member LOC Results panel will be displayed. 

 Member LOC Results Panel 
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 Select the desired LOC segment and Click Next.  

 Member LOC Results Panel 

The Nursing Home LOC Revise End Date Request panel will be displayed. 

 Nursing Home LOC Revise End Date Request Panel 

 Enter the new end date in the End Date for Nursing Home LOC field. Note: The end date field 
is the only field that can be edited. 
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 Click Next. The Nursing Home LOC Request Summary panel will be displayed with the 
updated end date. 

 Nursing Home LOC Request Summary 

 Check the Attestation box at the bottom of the page. 

 Click Submit. A confirmation message will be displayed. 

 Confirmation Message 

Note: To print the page, click Print in the lower right corner. 

4 View Submitted Nursing Home 
Level of Care Requests 

The View Submitted Nursing Home LOC Requests Portal panel will provide a read-only list of all  
NH LOC requests for a provider that matched the search criteria. 



March 11, 2024 Nursing Home Level of Care Request User Guide  
 

4 View Submitted Nursing Home Level of Care Requests   24 
 

 Under Quick Links, click View Submitted Nursing Home LOC Requests.  

 Quick Links Menu 

https://mygainwell-my.sharepoint.com/personal/gregory_hammill_gainwelltechnologies_com/Documents/Desktop/Figure%20Captions%20and%20Cross-references%20How-To.docx?web=1
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The Nursing Home LOC Submitted Request Search panel will be displayed. 

 Nursing Home LOC Submitted Request Search 

 Enter the member ID or a combination of the following required fields for the member and 
click Search: 

• Member ID 

• First name, last name, and date of birth 

• SSN and DOB 

• Request status as pending/pending—provider 

• Request status as approved/denied/cancelled along with date submitted to 

The Nursing Home LOC Submitted Requests panel will be displayed. 

 Nursing Home LOC Submitted Requests Panel 
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5 Update Pending Nursing Home 
Level of Care Request 

The Update Pending Nursing Home LOC Request Portal panel will allow a user to view and 
update a pending request. 

If the pending request being updated is a new nursing home LOC request, the user will be able to 
update any of the fields on the request. If the pending request being updated is a revise start 
date nursing home LOC request, the user will be able to update only the start date. On either 
request, the user is able to upload new or additional documentation. Once the user submits the 
updated request, the status of the request will be updated to pending. The request will remain in 
a pending status until the system has processed it and it is matched with a qualifying MDS. 

 Under Quick Links, click Update Pending Nursing Home LOC Request.  

 Quick Links Menu 

https://mygainwell-my.sharepoint.com/personal/gregory_hammill_gainwelltechnologies_com/Documents/Desktop/Figure%20Captions%20and%20Cross-references%20How-To.docx?web=1
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The Nursing Home LOC Pending Request Search panel will be displayed. 

 Nursing Home LOC Pending Request Search 

 Enter the member ID or a combination of the following required fields and click Search: 

• Member ID 

• First name, last name, and DOB 

• SSN and DOB 

• Date submitted from and date submitted to 

The Nursing Home LOC Pending Requests panel will be displayed. 

 Nursing Home LOC Pending Requests Panel 
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 Select the desired segment and click Next.  

 Nursing Home LOC Pending Requests Panel 
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The Nursing Home LOC Update Pending Request panel will be displayed.  

 Nursing Home LOC Update Pending Request Panel 



March 11, 2024 Nursing Home Level of Care Request User Guide  
 

5 Update Pending Nursing Home Level of Care Request   30 
 

 Update the desired field(s) and click Next. The Nursing Home LOC Request Summary panel 
will be displayed with the updated information. 

 Nursing Home LOC Request Summary Panel 
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 Check the Attestation box at the bottom of the page. 

 Click Submit. A confirmation message will be displayed. 

 Confirmation Message 

Note: To print the page, click Print in the lower right corner. 
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6 Cancel Pending Nursing Home 
Level of Care Request 

The Cancel Pending Nursing Home LOC Request Portal panel will allow a user to view and cancel 
any NH LOC requests that have been submitted in a pended status. 

 Under Quick Links, click Cancel Pending Nursing Home LOC Request.  

 Quick Links Menu 

https://mygainwell-my.sharepoint.com/personal/gregory_hammill_gainwelltechnologies_com/Documents/Desktop/Figure%20Captions%20and%20Cross-references%20How-To.docx?web=1
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The Nursing Home LOC Pending Request Search panel will be displayed. 

 Nursing Home LOC Pending Request Search 

 Enter the member ID or a combination of the following required fields and click Search: 

• Member ID 

• First name, last name, and DOB 

• SSN and DOB 

• Date submitted from and date submitted to 

The Nursing Home LOC Pending Requests panel will be displayed. 

 Nursing Home LOC Pending Requests Panel 
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 Select the desired segment and click Next. 

 Nursing Home LOC Pending Requests Panel 

The Nursing Home Cancel Pending Request panel will be displayed.  

 Nursing Home LOC Cancel Pending Request Panel 
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 Check the box at the bottom of the page to confirm the cancellation of the pending request. 

 Confirm Cancellation Box 

 Click Submit. A confirmation message will be displayed. 

 Confirmation Message
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7 Nursing Home Level of Care 
Reports 

The Nursing Home LOC Reports page provides users with the ability to view nursing home LOC 
reports. The reports available are those specific to the user that is logged in. ForwardHealth has 
four nursing home LOC reports available. The reports will display the user's approved, pending, 
closed, or denied LOC requests and will include a status description. LOC reports are available for 
the past six months. 

 Under Quick Links, click Nursing Home Level of Care Reports.  

 Quick Links Menu 

The Level of Care Reports page will be displayed (Figure 51). Links to the following reports 
may be available on this page: 

• Approved Level of Care Report—Contains a comprehensive list of active LOC segments 
for the provider National Provider Identifier shown. 

• Closed Level of Care Report—Contains a list of LOC segments that were closed due to the 
member not having a qualifying MDS assessment on file within the last 120 days. 

https://mygainwell-my.sharepoint.com/personal/gregory_hammill_gainwelltechnologies_com/Documents/Desktop/Figure%20Captions%20and%20Cross-references%20How-To.docx?web=1
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• Denied Level of Care Report—Contains a list of requests that were denied during the 
previous week. 

• Pending Level of Care Report—Contains a comprehensive list of pending LOC requests. 

 Level of Care Reports Page 


