Weekly Member Address Change Report: Test Instructions, 02/2026
File information:
· Send changes of members’ residential and mailing address to MMIS using a standard file exchange.
· The Address File Template that includes the file layout, error file, list of valid counties and edits has been previously provided and is attached. 
· File Format: ascii flat file
· Filename should begin with prefix of ‘Test’.
· Filename for test purpose: TEST_ADDRESSCHANGE_PAYEEID_MMDDYYYY
· How will agencies who are both HMO/MCO send file?
· An organization serving both HMO and MCO programs may combine their members into one file and post the one file into any of their SFTP folders using any Payee ID in the filename format above.  Within the file, there is a field called Assign ID which should differentiate the various program members within the one file.  
· When HMO have an MCO and Payee IDs for both BC+ and SSI, you can use any of the two Payee ID in the file name and submitted to any of two SFTP folders.	 

SFTP information:
· Location: HOSTNAME ftpb.forwardhealth.wi.gov PORT 22
· This is the production environment. 
· All HMOs and MCOs should already have access to this SFTP location. 
· The SFTP folders  will contain both the Incoming and Outgoing subfolders.
· Send the file into the ‘Incoming’ folder.  
· The error reports, will be posted in the ‘Outgoing’ folder.

Communication during testing:
· If you have any questions during testing, send an email to DHS team
· kim.jewett@dhs.wisconsin.gov,
· elizabeth.mertens@dhs.wisconsin.gov,
· valeri.kazakhetsyan@dhs.wisconsin.gov,
· srijana.poudel@dhs.wisconsin.gov 
· After placing the test file in the SFTP location, email the DHS and Gainwell teams that the file is ready to be picked up. Send email to:


sshappley@gainwelltechnologies.com, 
julie.vance@gainwelltechnologies.com,
gustavo.nieto@gainwelltechnologies.com, 
rkhadka4@gainwelltechnologies.com,
valeri.kazakhetsyan@dhs.wisconsin.gov,
kim.jewett@dhs.wisconsin.gov,
elizabeth.mertens@dhs.wisconsin.gov,
srijana.poudel@dhs.wisconsin.gov 
