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Presenter Notes
Presentation Notes

Hello and welcome! Thank you for joining us today. I’m Amber Bey, I’m part of the Gainwell provider training team. 
This training is for our CLTS Providers. We will be demonstrating how to submit claims. 
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Agenda
• Understanding claim status
• Accessing the Claim form
• How to fill out the panels
• How to submit the claim
• How to look up a PA
• Create a Claim from a PA
• Understanding claim status
• How to Copy a claim
• How to Adjust a claim
• Where to find EFT information.

Presenter Notes
Presentation Notes

Today we will cover the claims process using the ForwardHealth Portal. 
We will start with how to understand the claim statuses. Then we’ll go over how to access the claim form, fill out the panels and submit the claim. 
We’ll also go over how to look up a PA and Create a Claim from a PA, how to copy a paid claim and finally, how to adjust a paid claim. 
And finally, we will show you where to find important Electronic Funds Transfer (EFT) information for payments.

We’ll also provide you with resources and our subject matter experts will be available to help with your questions as well. 

Please use the Q&A button to submit your questions at any time. 
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Understand Claim Status
Claim Statuses
– Pay
– Denied
– Suspended
– Adjusted

Presenter Notes
Presentation Notes

First, before we jump into the “How to” of the claims process, I’d like to touch upon the various claim statuses that you might see after you submit a claim.  

There are 4 different claim statuses:

Pay
Deny
Suspend
Adjust

Let’s walk through each. 
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Claim Status “Pay”
Paid Claim Options
• Cancel
• Adjust
• Void
• Copy Claim

Presenter Notes
Presentation Notes

Our 1st status is 

Pay
For claims with a Pay status, the Paid Date field indicates the date of the financial cycle to which the claim was assigned. This is also the date the payment was processed. 

A paid date of 0 (or a blank Paid Date field) indicates that the claim has not yet been processed through a financial cycle. No action is needed by the provider. A paid date will be assigned when the claim completes the financial cycle processing. 
 
You’ll also see the following buttons at the bottom of the Explanation of Benefits (EOB) Information panel for claims in a Pay status: 
Cancel—this button is used to cancel any changes made to the claim since the last submission. This button is only used to cancel editing made to the claim; it does not cancel the claim in the system.
Adjust—this button is used to make adjustments to a paid claim. 
Void—this button is used to undo a paid claim that has not been previously adjusted or voided. 
Copy Claim—this button is used to copy the information on the current claim to submit another similar claim. 

Note: Only claims in a Pay status can be copied or adjusted. If a claim has been previously adjusted, the Void and Adjust buttons will not be displayed.





4

Claim Status “Deny”

Presenter Notes
Presentation Notes

Our next status is 

Deny

The re-submit button will be displayed at the bottom of the EOB Information panel for claims in a Deny status. 
The re-submit button can be used to resubmit a claim after making corrections or entering new information on the claim page. 
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Claim Status “Suspend”

Presenter Notes
Presentation Notes


Our 3rd status is 

Suspend
A Suspend status indicates that the claim is awaiting further review by ForwardHealth before a decision is made on how the claim will be adjudicated. 
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Claim Status “Adjusted”

Presenter Notes
Presentation Notes

Our 4th Claim status is 

Adjusted

After reviewing both the claim and ForwardHealth remittance information, a provider may determine that a paid claim needs to be adjusted. Providers may file adjustment requests through the ForwardHealth Portal for reasons including the following:

To correct billing or processing errors. 
To correct inappropriate payments (overpayments and underpayments). 
To add and delete services.
To supply additional information that may affect the amount of reimbursement. 
To request professional consultant review.

Any claim that is in a Pay status can be adjusted and resubmitted through the Portal regardless of how the claim was originally submitted. Each claim submission and adjustment request received by ForwardHealth will be assigned a unique claim number or internal control number (ICN). 
Each ICN can be adjusted only once. If an additional adjustment is needed, the second adjustment must be made to the ICN assigned to the first adjustment. The claim must also be in a Pay status in order for it to be eligible to be adjusted again. 

Note: The Adjust button will not be displayed on a previously adjusted ICN. In addition, for adjustment claims, the Submission button will not be displayed on a claim that cannot be adjusted. 

On claims that involve an adjustment, the Adjustment Information panel will be displayed above the Claim Status Information panel. 

On the original claim, the Adjustment Information panel will display the ICN of the adjustment claim, the claim sequence, adjustment status, date that the adjustment was made, claim status, paid amount, and net difference. 

On a claim that was the result of an adjustment, the Adjustment Information panel will display the ICN of the original claim, the claim sequence, adjustment status, date that the adjustment was made, claim status, paid amount, and net difference.
 
Clicking on the row containing the claim’s information in the Adjustment Information panel will display an information page for that claim number. Users can use this page to compare the claims and see how the related claim processed.
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Accessing the Claim Form

www.forwardhealth.wi.gov

Presenter Notes
Presentation Notes

Now that we’ve covered the statuses, let’s move on to the claims process. 

To get started you’ll want to access the ForwardHealth Portal at www.forwardhealth.wi.gov

Click Login. 
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Accessing the Claim Form

Presenter Notes
Presentation Notes

A Sign In box will be displayed.
Enter the user’s username.
Click Next. A Verify with your password box will be displayed.
Enter the user’s password. Click Verify. 
The secure Provider page will be displayed.

You may also get an MFA notification. For more information regarding MFA, you can refer to the Multi-Factor Authentication User Guide on the ForwardHealth Portal. 

As a quick reminder, please use the Q&A button at the top of your screen to submit your questions at any time. 

Now let’s start a video showing submission options. 
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Accessing the Claim Form
Click on Claims.

Presenter Notes
Presentation Notes

First, your ForwardHealth Portal may look different than what you see here. 
Ok, now click Claims on the main menu at the top of the page.
The Claims page will be displayed.





10

Accessing the Claim Form

Presenter Notes
Presentation Notes

All claim type submission options are available from this page. 
Click on the type you will be submitting, and the claim form will be displayed.  
For today’s example, were choosing Submit Professional Claim.


Please note: All member data used in this training is fictitious and for example use only.  
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How to fill out the panels 
• Header

• Detail

• Insurance

Presenter Notes
Presentation Notes


Users may enter a claim’s header information on the Professional Claim panel. 

Note: Fields marked with an asterisk (*) are required fields.

ForwardHealth will automatically assign an internal control number (ICN) when the claim is submitted. The Provider ID field will be auto populated with the National Provider Identifier (NPI) or Medicaid ID (MA ID) under which the user is logged in. For non-medical providers, you will use your assigned Medicaid ID (MA ID).

Enter the member’s ID in the Member ID field, then hit tab, the Last Name, First Name, MI, and Date of Birth fields will populate with the member’s information.
Enter the PA number that is associated with this claim. This PA Number field will only be displayed for CLTS program providers as this field was created specifically for CLTS.

You’re also required to enter the total charge for the service(s) being provided to the member in the Total Charge field. This could be different than the charge in the detail panel if you’re providing more than 1 service. 


The next fields are optional.

Enter the provider’s internal number assigned to the patient’s account in the Patient Account # field.
Enter the provider-assigned medical record number for the service(s) being processed in this claim in the Medical Record # field.
Enter the ID of any provider who performed services in the Rendering Provider field.
Enter the ID of the provider, or providers, who referred the member for services in the Referring Provider 1 and Referring Provider 2 fields, if applicable. Users may enter an ID in the field, or search for the ID using the adjoining Search link. 

Note: If a field exists at both the header and detail level, enter the information in one or the other but not necessarily both. The header will apply automatically to all details. Enter information at the detail only if different than the header value for these details.
 
Next is the Medicare section. While we know it will be a rare occasion that children will have Medicare, we didn’t want to skip this portion of the claim.
  
Select a Medicare disclaimer status from the Medicare Disclaimer drop-down menu for traditional Medicare Part A, traditional Medicare Part B, or Medicare Advantage payers. 

The only valid options include the following:

No Disclaimer - No disclaimer exists
7 Mcare disallowed/denied pymt - Medicare has disallowed or denied the payment according to Medicare rules. This code applies when Medicare denies the claim for reasons related to policy (not billing errors), or the member's lifetime benefit, spell of illness, or yearly allotment of available benefits is exhausted.
8 Noncovered Mcare srv - The service provided to the member was not billed to Medicare because the service is not covered under certain circumstances.

Note:  The Medicare Disclaimer field should be used to indicate a claim by a Medicare provider for a member with Medicare coverage that the provider wishes to have processed as if it were a primary claim by ForwardHealth (that is, not secondary to Medicare). If a Medicare disclaimer is used, no information should be entered in the Medicare Information (Header) or the Medicare Information (Detail) panels.

The next 2 fields are also optional. 
You can enter the referral number in the Referral Number field. The referral number is a unique identifier that can be used to locate the records of a submitted claim.
Then enter the amount that was paid by a commercial insurance carrier in the Other Insurance Amount field, if needed. 


Information cannot be entered in the Total Amount Paid field. The total amount paid will be automatically calculated after the claim is submitted.
The Net Difference is the paid amount differences between the original ICN and adjustment ICN. This amount is displayed after an adjustment is processed to completion (paid/deny) for an ICN.

OK, let’s start the video again. 

(Start video)

Let’s fill out those required fields in the panel.
First, we’ll add our member ID, a PA number and the total charge for that PA.

Now, we’ll go to the Diagnosis panel.
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Diagnosis Panel

Presenter Notes
Presentation Notes

Now let’s look at the Diagnosis panel. 
Click Diagnosis at the bottom of the Professional Claim panel. 
The Diagnosis panel will be displayed.

You’ll see where you’d enter a diagnosis code from the International Classification of Diseases (ICD) coding structure in the Diagnosis 1 field or search for a code using the Search link to the right of the field. 

Note: Do not use a decimal point when entering a diagnosis code. For example, for ICD diagnosis code 041.00, enter 04100. 
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Diagnosis Codes

Presenter Notes
Presentation Notes

To search for a diagnosis code, complete the following steps: 

Click Search to the right of the applicable Diagnosis field. The Diagnosis search panel will be displayed.

Find and Click the applicable diagnosis code. The Diagnosis search panel will close, and the selected code will populate the Diagnosis field.

Add any additional diagnosis codes to the claim, if necessary. If you need to delete a diagnosis code, you can erase the entry.
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Detail Panel

Presenter Notes
Presentation Notes

In the detail panel you’ll need to add the dates of services, the procedure code, and any required modifiers.  You’ll also need to add a diagnosis code pointer to refer to which diagnosis field you’re billing, as well as the charge and place of service code.  
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How to Submit the Claim

Presenter Notes
Presentation Notes

Now let’s move on to how to submit the claim.

If you scroll down the form, you’ll see the Claim Status Information panel at the bottom of the Professional Claim form. 
It will indicate that the claim has not yet been submitted.
Ensure that information has been entered in all the required fields on the claim form. 

Note: Since there is no Save feature for the Professional Claim form, if the claim is not submitted successfully and assigned an ICN, all information will be lost. 

Click Submit.
If there is a problem and the claim does not process, an ICN will not be assigned, and an error message that indicates what needs to be corrected will be displayed at the top of the page.
If the claim is successfully submitted the Claim Status Information panel will display the ForwardHealth-assigned ICN and the claim’s status. In addition, the EOB Information panel will be displayed indicating how the claim was processed by ForwardHealth.
If the claim is denied or adjusted, an EOB code or codes will be displayed indicating the reason for the adjustment.
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How to look up a PA

Presenter Notes
Presentation Notes

On the Claims page, 
CLTS providers should choose Create a Claim from PA.

The Find PA Record page will be displayed. 
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How to look up a PA

Presenter Notes
Presentation Notes

The Find PA Record will display.  
From here you can enter a PA Number, as I will do, and click View PA Record 
If you use a different parameter such as the member ID, then click Search, you’ll get any PA that is associated with that parameter. 

I’ve found that using the PA number is the most efficient way to find a PA, but the member ID is another good option. 
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How to look up a PA
PA Record page

Presenter Notes
Presentation Notes

PA’s associated with the search criteria will open.  
Here you can see approved PAs. 

Also note, the Decision Notice button does not apply to CLTS providers.

If you click on the PA Number, it will take you to the full PA. 
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How to look up a PA

Presenter Notes
Presentation Notes


Here you can see at the top of the PA Record that this PA is in approved status.  
Please note all of your authorizations will be in approved status if they are in the ForwardHealth Portal. 
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Create a Claim from a PA

Presenter Notes
Presentation Notes
(Referral slide for Q/A, this will be in the video)


Next you can create a claim from the PA, to do so click Create a Claim from a PA. 
A claim form will open with prefilled panels from the PA. 
This claim submission option was specifically created for our CLTS providers. 
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Create a Claim from a PA

Presenter Notes
Presentation Notes

Click on the Detail you want to bill. 
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Create a Claim from a PA

Presenter Notes
Presentation Notes

Add the Dates of Service and the number of units provided during those dates, the diagnosis code which can be found in the Diagnosis panel, and any required modifiers.  
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Create a Claim from a PA

Presenter Notes
Presentation Notes

Once you’ve added all the required information, you will scroll down to the bottom of the page to click Submit.

If there is a problem and the claim does not process, an ICN will not be assigned, and an error message indicating what needs to be corrected will be displayed at the top of the panel. 
If the claim processes, the Claim Status Information panel will display the ForwardHealth assigned ICN and the claim’s status. 

And now you’ve created a claim from a PA.

Now let’s move on to our next agenda topic regarding Paid claims. 
We’ll start with Copying a Claim.
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Copying a Claim
To copy a claim:
1. Search for a claim.
2. Click Copy Claim

Claim must be in Pay status

Presenter Notes
Presentation Notes

As I mentioned earlier, providers may copy a claim if it is in Pay status. 
All the information on the claim will be copied to a new claim. Providers can then make any desired changes to the claim and submit it as a new claim. After submission, ForwardHealth will assign the claim a new internal control number (ICN) and status.

To copy a claim, complete the following steps: 

From the main claims menu, click Claim search. 
Then enter your search criteria, I like using the ICN or the member ID
Click search, and their claims will appear.
Choose the appropriate claim. 
Scroll to the bottom of the page and click Copy claim.
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Copying a Claim

Presenter Notes
Presentation Notes
(Referral slide for Q/A, this will be in the video)


A new Claim Information page showing the copied claim’s information will be displayed. The ICN field will be blank.


Make applicable changes to the claim. 
Click Submit. 

If there is a problem and the claim does not process, an ICN will not be assigned, and an error message indicating what needs to be corrected will be displayed at the top of the panel. 
If the claim processes, the Claim Status Information panel will display the ForwardHealth assigned ICN and the claim’s status. In addition, the EOB Information panel, which indicates how the claim was processed by ForwardHealth, will be displayed.
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Adjusting a Claim

Presenter Notes
Presentation Notes
(Referral slide for Q/A, this will be in the video)


Now let’s look at Adjusting a paid claim.  

Again, we’ll use the Claim Search button
Then enter search criteria such as the ICN or member ID.
Click search and the claim(s) will appear. 
Choose the appropriate claim if more than one appears. 
Make all applicable changes to the claim. 
Click Adjust at the bottom of the Claim Information page to submit the adjustments.

If there is a problem and the claim does not process, an adjustment ICN will not be assigned, and an error message that indicates what needs to be corrected will be displayed at the top of the page. If the claim processes, the Adjustment Information panel will be displayed. 

Also, keep in mind, the Adjust button will not be displayed on a previously adjusted ICN. 
In addition, for adjustment claims, the Submission button will not be displayed on a claim that cannot be adjusted. 


(End video)
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How to set up Electronic Funds 
Transfer (EFT)
• EFT information from WPS does not carryover to DHS. You must 

sign up with DHS. 
• All EFT enrollments must be completed via your secure 

Provider Portal account.
• Only a clerk who has been assigned the EFT role may enroll in 

EFT. 
• Once enrolled for EFT, organizations cannot revert to 

receiving paper checks.
• Organizations may change their EFT information at any time.
• Enrolling in EFT does not change your                          

Remittance Advice. 

Presenter Notes
Presentation Notes
(Read notes)

Alright, we’re done with claims and the video portion of our webinar. 


Let’s move on to how to sign up for Electronic Funds Transfer. 

EFT information from WPS does not carryover to DHS. You must sign up with DHS. 
All EFT enrollments must be completed via your secure Provider Portal account.
Only a clerk who has been assigned the EFT role may enroll in EFT. 
Once enrolled for EFT, organizations cannot revert back to receiving paper checks.
Organizations may change their EFT information at any time.
Enrolling in EFT does not change your Remittance Advice. 
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Electronic Funds Transfer

www.forwardhealth.wi.gov/WIPortal/cms/page/trainings/home

dhs.wisconsin.gov/publications/p0/p00963.pdf

Presenter Notes
Presentation Notes
(Read notes)


Our EFT video webinar and user guide are accurate and can be found on our Forward Health Portal in our training section shown here.
Or at www.dhs.wisconsin.gov/publications/p0/p00958.pdf

For further assistance with signing up for EFT payments please see our ForwardHealth Portal Electronic Payment training found in the trainings section of the ForwardHealth Portal under Billing, Claims Drug Rebate and Payments. 

ForwardHealth Portal Electronic Funds Transfer User Guide (wisconsin.gov)
www.dhs.wisconsin.gov/publications/p0/p00963.pdf
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Resources
CLTS Operations:  844-942-5870 (844WICLTS0)

ForwardHealth Portal:  www.forwardhealth.wi.gov 

Email subscription: 
https://www.forwardhealth.wi.gov/WIPortal/Subsystem/KW/Subs
criptions.aspx

Portal Basic Trainings: 
www.forwardhealth.wi.gov/WIPortal/content/provider/training/fu
ndamentals/Modules_player.htm.spage?webcast=0

CLTS Transition Page:  
www.forwardhealth.wi.gov/WIPortal/cms/page/message/clt-tp-
transition 

Presenter Notes
Presentation Notes
(Read notes)


For questions you can reach CLTS Operations at 844-942-5870 (844WICLTS0)

ForwardHealth Updates, Online Handbooks, forms, user guides, trainings, and email subscriptions can be found on the ForwardHealth Portal at www.forwardhealth.wi.gov. 

Stay up to date on all the latest policy, benefit, and coverage news from ForwardHealth by signing up for email subscriptions. Choose from more than 70 subscription options to receive the information that interests you. The Email Subscription Sign-Up link is found on the lower right side of the ForwardHealth Portal homepage under the Communication section. 

Many trainings, including our EFT training video, can be found in our Portal Basis Trainings.
You may also refer to our CLTS Transition page on the ForwardHealth Portal. 

http://www.forwardhealth.wi.gov/
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.forwardhealth.wi.gov%2FWIPortal%2FSubsystem%2FKW%2FSubscriptions.aspx&data=05%7C01%7Ctim.feit%40gainwelltechnologies.com%7C5d93fbf0aa7c4c5eda9e08da22d80a12%7Cc663f89cef9b418fbd3d41e46c0ce068%7C0%7C0%7C637860608517279053%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=0g6l4DHKO23cSy2VGpVli87bB3bwLw5FLOBfccWBP0Y%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.forwardhealth.wi.gov%2FWIPortal%2FSubsystem%2FKW%2FSubscriptions.aspx&data=05%7C01%7Ctim.feit%40gainwelltechnologies.com%7C5d93fbf0aa7c4c5eda9e08da22d80a12%7Cc663f89cef9b418fbd3d41e46c0ce068%7C0%7C0%7C637860608517279053%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=0g6l4DHKO23cSy2VGpVli87bB3bwLw5FLOBfccWBP0Y%3D&reserved=0
http://www.forwardhealth.wi.gov/WIPortal/content/provider/training/fundamentals/Modules_player.htm.spage?webcast=0
http://www.forwardhealth.wi.gov/WIPortal/content/provider/training/fundamentals/Modules_player.htm.spage?webcast=0
http://www.forwardhealth.wi.gov/WIPortal/cms/page/message/clt-tp-transition
http://www.forwardhealth.wi.gov/WIPortal/cms/page/message/clt-tp-transition
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Resources
Max Fee Schedule: 
www.forwardhealth.wi.gov/WIPortal/cms/page/trainings/ho
me

837 Companion Guides: 
www.forwardhealth.wi.gov/WIPortal/Subsystem/SW/Search.a
spx?searchBy=Provider&miniSearchValue=837

CLTS TPA 837 demonstration video:  vimeo.com/999206480

Multi-Factor Authentication User Guide: 
www.forwardhealth.wi.gov/WIPortal/StaticContent/pdf/MFA_
Instructionsheet.pdf

Presenter Notes
Presentation Notes
(Read notes)


You can find information regarding the Max Fee Schedule on the ForwardHealth Training page under the ForwardHealth Portal Basics/Navigation tab. 

For further assistance regarding 837 submissions, providers can review the 837 Companion guides which are found on the ForwardHealth Portal, and you may also watch CLTS TPA 837 demonstration video:  vimeo.com/999206480.

You can find the Multi-Factor Authentication User Guide:  www.forwardhealth.wi.gov/WIPortal/StaticContent/pdf/MFA_Instructionsheet.pdf



http://www.forwardhealth.wi.gov/WIPortal/cms/page/trainings/home
http://www.forwardhealth.wi.gov/WIPortal/cms/page/trainings/home
http://www.forwardhealth.wi.gov/WIPortal/Subsystem/SW/Search.aspx?searchBy=Provider&miniSearchValue=837
http://www.forwardhealth.wi.gov/WIPortal/Subsystem/SW/Search.aspx?searchBy=Provider&miniSearchValue=837
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Q/A Session

Presenter Notes
Presentation Notes
(Read notes)


This concludes the presentation portion of this information session. We’ll now open the floor for questions. 
Our Subject Matter Experts fielding questions today are Cliff Bills, a Gainwell Business analyst and Jessica Ford-Kelly and Rachel Lettner with DHS. 
To ask a question, please use Q&A button to type in your question or use the raise hand feature.  
 
 



Thank You

Presenter Notes
Presentation Notes
(Read notes)


Thank you for the support you provide to our members.   
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