Medicaid Administrative Claiming and School-Based Services
Student Roster File Format Specifications

STUDENT ROSTER FILE FORMAT

Specifications:

e File must be formatted as a pipe-delimited text-file, one record per line.

e Case can be upper, lower, or mixed.

e Placeholders must be kept for fields that are not required.

e Example records are included below the table.

FIELD FORMAT REQUIRED ADDITIONAL VALIDATION

PROVIDER NUM NUMERIC YES MAC PROVIDERS LENGTH OF 9 BYTES
SBS PROVIDERS LENGTH OF 10 BYTES

LAST NAME ALPHA-NUMERIC YES NONE

FIRST NAME ALPHA-NUMERIC YES NONE

MIDDLE NAME ALPHA-NUMERIC NO NONE

SUFFIX ALPHA-NUMERIC NO NONE

N S e R

GENDER SPECIFIC VALUE YES VALUE OF ‘M’ OR ‘F’

STREET ADDRESS 1 ALPHA-NUMERIC YES NONE

STREET ADDRESS 2 ALPHA-NUMERIC NO NONE

CITY ALPHA-NUMERIC YES NONE

STATE ALPHA-NUMERIC YES VALID 2 CHAR STATE ABBREVIATION

ZIP CODE SPECIFIC FORMAT YES FORMATTED AS 99999 or 99999-9999

Note - In the fields listed as “ALPHA-NUMERIC,” no special characters are allowed. The table below lists the valid
characters for these fields:

(sp) | | x|/ | 4 9> Cc|H|IM|R|W|[N|[al|f|k|p]|lu]lz

! & + 0 5 ? D I N S X ] b g 1 q | v {

" , 1 6 ; @QlE]l]J|Oo]|]T]|Y|" clh|m|r|w |

# (| -127]|<|2a|lF|K|P|U]JZ| |[d]i|n|s]|=x]|]}

$ ) 3|1 8=|B|lG|L|Q|V]I '"lel|lJlof|lt|yv]|~
Examples:

With values in ALL fields:
12345678 |Smith|John|P|Jr.|01/01/1990|M|1234 Test Street|Apt #2|Madison|WI|53719

With values just in REQUIRED fields:
12345678 |Smith|Patty||]02/02/2001|F|5678 Test Street||Madison|WI|53719-1234
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STUDENT ROSTER FILE UTILITY MACRO
If the user maintains his or her student roster information on paper or cannot easily convert his or her existing electronic roster to
the specifications provided in this attachment, refer to the instructions below on using Microsoft® Excel to generate the file.

Note: The macro requires the user to enter/convert his or her existing student roster information into an Excel spreadsheet before
running the macro.

Instructions for converting a Student Roster File in Microsoft® Excel format.
STEP 1 — Users must open the Excel spreadsheet containing their Student Roster File. They should be sure that the fields are in

the correct columns. If a field is not used, the cell in that column must be left blank. Refer to the table on page 1 of this document
to verify the fields that are required.

FIELD COLUMN
PROVIDER NUM
LAST NAME
FIRST NAME

MIDDLE NAME
SUFFIX

DATE OF BIRTH *
GENDER

T|Q(m|m|ola|w| >

STREET ADDRESS 1

STREET ADDRESS 2
CITY J

STATE K
ZIP CODE L

p—

* In order for the conversion process to work properly, the DATE OF BIRTH field must be in M/D/YY format (this will be
converted by the macro into MM/DD/CCY'Y format.) To ensure that this field is formatted correctly, the user must left click on
column “F,” press the right mouse button to select “Format Cells,” and choose the appropriate format (see screenshot below):

||®] fle Edt View Insert Format Teck Data Window Help 1= x|
F1 =l =[ 31121977
A [ B [ ¢ | o [ E G| H [ 1 J [k T L[ ™M =

| 1 [12345678  Srith John James Jr. T 1234 Test Street Apt, #2 Madison Wl 53719 I~
| 2 [12345678  Smith John James Jr. [l 1234 Test Street Apt. #2 Madison Wl 53719
| 3 [12345678 Smith Jahn James Jr. M 1234 Test Street Apt. #2 Madison Wl 53719
| 4 [12345678 Smith Jahn James Jr. M 1234 Test Street Apt. #2 Madison Wl 53719
| 5 |12345675 Smith Jahn James Jr. M 1234 Test Street Apt. #2 Madison Wyl 53719
| 6 (12345678  Srith John James Jr [l 1234 Test Street Apt. #2 Madison Wl 53719

7 |12345675 Srnith John James Jr. [l 123 & = S SSEE o
'8 |12345678  Smith John James . 1 [ Format el (2]
F9 112345678 |Smith Clelel] arme SEuLr L 123 sidnie| aigrment | Font | Border | Ratterns | Protection |
| 10 [12345678 Smith Jahn James Jr. M 123 o i~ e
| 11 | 12345675 Smith Jahn James Jr. M 123 m FBMZ#?? |
(M2 [12345676  Smith John James  |Jr. It 123 M Homber
| 13 (12345678 Srith John James Jr. [l 123 | |currency
[ 14 |12345678 | Smith John James  Jr. M 123 &fgmhﬂ*
[15 12345678 Smith John James |Jr 1 1230 e
| 16 [12345675 Smith Jahn James Jr. h 123 Percentage
| 17 | 12345675 Smith Jahn James Jr. M 123 Fraction =
(1812345678 Smith John James Jr i 123 [Fcientiic E
(1912345678 Srnith John James . i 123 |special e i
| 20 (12345678 Smith John James Jr. i 123 ICustom IL-|
| 21 [12345678 Smith Jahn James Jr. M 123
| 22 |12345675 Smith Jahn James Jr. h 123
(2512345678 | Smith John Tames r ™ 123 ?ﬁi&'?‘félgii‘i?ﬁi‘?ﬁi ‘:‘rrv‘?etgrjertis:rr‘l‘el numbers as date values. Use Time
| 24 (12345678 Srith John James Jr [l 123
| 25 [12345670 Srnith John James Jr. [l 123
| 26 (12345678  Smith John James Jr. [l 123
| 27 [12345678 Smith Jahn James Jr. M 123
| 28 [12345675 Smith Jahn James Jr. h 123 S
| 29 | 12345675 Smith Jahn James Jr. M 1234 Test Street Apt. #2 Madison Wyl 53719
| 30 (12345678 Srnith John James Jr [l 1234 Test Street Apt. #2 Madison Wl 53719
| 31 (12345678 Srith John James Jr. [l 1234 Test Street Apt, #2 Madison Wl 53719
| 32 (12345678 Smith John James Jr. [l 1234 Test Street Apt. #2 Madison Wl 53719

33
ED
|35 |
36|
Ed -
E3J -
4| ¥l Roster / | K1 1 ;I_I_I
Reeady [ Bum=5/2/70 | [MUra e |
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STEP 2 — Once the file is open, the user must import the supplied Visual Basic Macro file to convert the roster into a format

that can be uploaded. In order to do this, first select Tools / Macro / Visual Basic Editor.

|| Bile Edic View Insert Format | Toolks Data Window Help =l 5||
Al j =| 12 %% spelling... F7
A I =] AutaCorrect,.. | F | H ‘ | | J L M | z
1 [12345678  NSmith Jo— 32077 il 1234 Test Street Apt. #2 Madison Wl 53718
| 2 |12345678  |Smith Jo Shareworkbock... 32077 il 1234 Test Street Apt. #2 Madizon Wl 53718
| 3 12345678 Smith Jo Track Changes L4 31277 ht 1234 Test Street Apt, #2 Madizon | 53718
| 4 |12345678  Smith Joi - rerge Watkbaoks, 3712777 il 1234 Test Street Apt. #2 Madison Wl 53719
| 5 |12345678  Smith Jol " pratection » 3277 i 1234 Test Street Apt. #2 Madizon Wl 53718
| B |12345678  Smith Jo—— 3277 il 1234 Test Street Apt. #2 Madison Wl 53718
| 7 |12345678  Smith Jo Goal Sesk... 32077 il 1234 Test Street Apt. #2 Madison Wl 53718
| 8 |12345678  Smith Jo Scenarios.., 27T i 1234 Test Street Apt. #2 Madizon | 53718
| 8 |12345678  Smith Jo auditing » 3207 il 1234 Test Street Apt. #2 Madison Wl 53719
[ 10 |12345678  Smith Jo 3277 i 1234 Test Street Apt. #2 Madizon Wl 53718
[ 11 |12345678  Smith Jo A1ATT il 1234 Test Street Apt. #2 Madison Wl 53718
[ 12|12345678  Smith Jo p Macros. .. AlL+HFE 234 Test Street Apt, #2 Madison W 53719
[ 13 |12345678  Smith Jo @ Record New Macro. .. 234 Test Street Apt. #2 Madizon | 53718
[ 14 |12345678 | Smith Job customize... 234 Test Street Apt. # Madison W 53719
[ 1512345678 Smith Jo é:tionsm 234 Test Street Apt. #2 Madison Wl 53718
[ 1612345678 Smith ] 27T i 1234 Test Street Apt. #2 Madizon | 53718
[ 17 |12345678  Smith John James Jr 31277 i} 1234 Test Street Apt. #2 Madison W 53719
[ 18 (12345678 Smith John James  |r. IN2TT il 1234 Test Street At #2 Madison Wl 53718
[ 19|12345678 | Smith John James Jr. 31277 i} 1234 Test Street Apt. # Madison W 53719
[ 20 (12345678 Smith John James  |r. IN2TT il 1234 Test Street Apt. #2 Madison Wl 53718
[ 2112345678 Smith John James  |r 27T i 1234 Test Street Apt. #2 Madizon | 53718
| 22 |12345678  Smith John James Jr 31277 i} 1234 Test Street Apt. #2 Madison W 53719
[ 23 (12345678 Smith John James  |r. IN2TT il 1234 Test Street At #2 Madison Wl 53718
[ 24 | 12345678 Smith John James Jr. 3277 i} 1234 Test Strest Apt. # Madison W 53719
[ 25 |12345678  Emith John James Jr. 3277 il 1234 Test Street At # Madison W 53719
| 26 |12345678  Smith John Jarnes  |r 32T il 1234 Test Street Apt. #2 Madizon | 53718
[ 27 |12345678 | Smith John James Jr. 31277 i} 1234 Test Street Apt. # Madison W 53719
[ 28 (12345678 Smith John James  |r. IN2TT il 1234 Test Street Apt. #2 Madison Wl 53718
[ 28 |12345678 | Smith John James  |r 27T i 1234 Test Street Apt. #2 Madizon | 53718
[ 30 12345678 Smith John James Jr. 31277 i} 1234 Test Street Apt. # Madison W 53719
[ 31 |12345678  Smith John Jarnes  |r 32T il 1234 Test Street Apt. #2 Madizon | 53718
[ 32 |12345678 | Smith John James Jr. 31277 i} 1234 Test Street Apt. # Madison W 53719
33
[ 34 |
|35 |
|36 |
|37 | |
38
14 | 4[] pit, Roster 14l ] JJ_‘

Ready

1 N I )

STEP 3 — If it is not already open, the user must open the Project Explorer by selecting View / Project Explorer.

3% 3 ~ El code F7
) B object Shift+F7
4 E

DEfiFtan Shiift+EZ
LLash Position Ghrl+Shift+F2

File Edt | Wiew Insert Format Debug Rum Tools Window Help

» u m b (BEE 2 B

e a%

%’ object Browser Fz

E Immediate Window  Chrl+G
Locals 'Window
Bl watch window
{2, ol Stack., Chll

B2 Properties Window

B2 Tonfiox

Tiet Order;
Toalbars

3% Microsoft Excel  Al+FLL

Page 3



STEP 4 —Select File / Import File.

i Microsoft Visual Basic - raster_file. xls

|[File Edit view Insert Format Debug Run Took Window Help |

JE Save roster_file.xls Ctrhs | 0 om ke ‘& = R‘| @|
% B

Import Fil Chrl+M

Export Flle. .. Chri+E
=[ Reiiove Shestl ..

E

S prirt... Chr+P

Close and Return to Microsoft Excel  Al+Q

STEP 5 — Browse to the location of the Macro File and open it. This file may be downloaded from the “Upload Roster File”

page of the web application.

72 Microsoft Yisual Basic - roster_file.xls

File Edit Wew Insert Format Debug Run Tooks Window Help |
XE-Es R o] o ek MBS 2B
2 4% %%

=& VBAProject (roster_filexls)

[=-5 Microsoft Excel Objects

Import File 2] x|
Lookin: | =3 Help Daco =

| ROSTER_CONVER

87 Thisworkbook

Flegame  [ROSTER_CONVERT bes Do |
& Caneel

Files of twpe: [ Files [*fim." bias:" cls)
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STEP 6 — On the left-hand side of the screen, the user should now see a directory called Modules. The user must open it and
double click on the module called ROSTER_CONVERT.

Microsoft Yisual Basic - roster_file.xls - [ROSTER_CONYERT [Code]] == ES
=181x

(General) | [rosTER_CONVERT -
[pub ROSTER_CONVERT() =

VBAProject (roster_file.xls)

-5 Microsoft Excel Objects ' constants
Const NuwmFields is Integer = 12
38 Thisworkbook Const DateCol As Integer = 6
E-E5 Modules Const DelimString Ahs String = "|"
'wariables

Dim FileMame As String
Dim FileMum is Integer

Dim Rowlr As Integer

Dim €olCt As Integer

Dim PrintString is String
Dim DateString ks String
Dim CenturyString As String

'initialize wvariahles

FileMame = Left [ictiveUorkbook.FullNeme, Len(ictivelWorkbook.FullNsme) - 3) & "txc”
FileMum = FreeFile

RowCt = 1

ColCt = 1

PrintString = "™

DateString = "

CenturyString = "

‘open text file for writing
Open FileName For Output As #FileNum

'read records until we find a blank MAC number
Do Until Cells{RewCt, 1j = *

'initialige print string
Print3tring = ""

‘read each field
For ColCt = 1 To NumFields

'read fields and format print string

STEP 7 — The macro is now ready to execute. The user must select Run / Run Sub / UserForm.

Microsoft Visual Basic - roster_file.xls - [ROSTER_CONVERT [Code]] F]x]

fUserForm  FS

r ROSTER_CONVERT

¥BAProject (roster_file.xls)
[ Microsoft Excel Objects

'constants

Const NuwFieslds As Integer = 12
359 Thisworkbook Const DateCol is Integer = 6
=15 Modules Const DelimString ks String = "|"

'variables
Diw FileNawe iz String

Dim FileNum ks Integer

Dim RowCt As Integer

Dimw ColCt As Integer

Dim PrintString is String
Dim DateString is String
Dim CenturyString As String

‘initialize variables

FileMame = Lefr (ActiveWorkbook.FullNawe, LeniictiveWorkbook.FullName) - 3) & "txc”
FileMum = FreeFile

RowCt = 1

ColCt = 1

PrintString = "*

Dateltring = "

CenturyString = ""

'open text file for writing
Open FileNawe For Output ks #FileNurm

‘read records until we find & hlank MAC nunber
Do Until Cells{Rowct, 1) = *

'initialize print string
PrintString = ""

'read each field
For ColCt = 1 To NumFields

'read fields snd format print string

==« 2
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STEP 8 — When the macro is complete, the user will see a message indicating the number of records that were converted and
the location of the saved text file. The user must confirm that the count matches the number of records in his or her roster file and
Click OK to continue.

[ Fie Edt view Insert Format Tools Data Window Help ;Iilﬁ“
| =| 12345678
A E | ¢ | D | E F 6 | H [ | [ J r M=
1 [12345678  ISmith John James Jr. 3277 ] 1234 Test Street Apt. #2 Madison Wl 53719 Il
| 2 12345678 Smith John Jarnes Jr. 27T ] 1234 Test Street Apt. #2 Madisan Wl 53719
[ 3 12345678  Smith John James Jr. IN2TT il 1234 Test Street Apt, #2 Mladison Wl 53719
[ 4 12345678  Smith John James Jr 3IN2TT il 1234 Test Street Apt. # Mladison Wl 53719
[ B 12345678  Smith John James Jr 3277 il 1234 Test Street Apt. # Madison Wl 53719
| B 12345678  Smith John James Jr. 3277 ] 1234 Test Street Apt. #2 Madigon Wl 53719
| 7 12348678  Smith John James  Jr. 3277 ] 1234 Test Street Apt. #2 hadisan Wl 53719
| B 12345678 Smith John Jarnes Jr. IN2TT ] 1234 Test Street Apt. #2 Madisan W] 53719
[ 9 12345678  Smith John James Jr. IN2TT il 1234 Test Street Apt, #2 Mladison Wl 53719
[10 12345678  Smith John James Jr 3IN2TT il 1234 Test Street Apt. # Mladison Wl 53719
[ 1112345678 Smith John James Jr. 3277 ] 1234 Test Street Apt. #2 Madigon Wl 53719
[ 1212345678 Smith John James  Jr. 3207 ] 1234 Test Street Apt. #2 Madisan W] 53719
[ 13125345678 Smith John James  Jr. 3277 ] 1234 Test Street Apt. #2 hadisan Wl 53719
| 14 12345678 Srmith John Jarnes Jr. I2TT ] 1234 Test Street Apt. #2 Madisan W] 53719
[156 12345678  Smith John James Jr 3IN2TT il 1234 Test Street Apt. #2 Mladison Wl 53719
[ 1B 12345678  Smith John James r 3IN27T Ll 1234 Test Street Apt # Iadison Wl 53719
[ 17 12345678 Smith John Jame dison Wl 53719
[ 1812345678  Smith John Jame! dison Wl 53719
[ 1912345678 Srmith John Jarne 32 recards were converted and saved as: C:AWINNT\Profiles\alberac'Desktophoster_file.tst  |disan Wl 53719
[20 12345678  Smith John Jame dison Wl 53719
[21 12345678 Smith John Jame dison Wl 53719
[ 22 12345678 Smith John Jame dison Wl 53719
[ 23 12345678 Smith John James Jr. 32077 2] 1234 Test Street Apt. # Madigon Wl 53719
| 24 12345678 Smith John James  Jr. 32T ] 1234 Test Street Apt. #2 hadisan Wl 53719
| 25 12345678 Smith John Jarnes Jr. 27T ] 1234 Test Street Apt. #2 Madisan Wl 53719
[26 12345678  Smith John James Jr. IN2TT il 1234 Test Street Apt, #2 Mladison Wl 53719
[ 27 12345678 Smith John James Jr 3IN2TT il 1234 Test Street Apt. # Mladison Wl 53719
| 28 12345678 Smith John James Jr. 3277 ] 1234 Test Street Apt. # Madigon Wl 53719
[ 29 12345678 Smith John James  Jr. 3207 ] 1234 Test Street Apt. #2 Madisan W] 53719
| 30 12345678 Smith John James  Jr. 3277 ] 1234 Test Street Apt. #2 hadisan Wl 53719
[ 31 12345678 Srmith John Jarnes Jr. IN2TT ] 1234 Test Street Apt. #2 Madisan W] 53719
[ 32 12345678  Smith John James Jr 3IN2TT il 1234 Test Street Apt. #2 Mladison Wl 53719
33
El
5
Edl
|57 =
38
4T3 ¥ ¥, Rostes /£ 1al ﬂj_‘
Ready [ I ) T

STEP 9 — The user must close the Excel document and, using Notepad or another text editor, open the newly created text file to
confirm its contents. Once he or she has checked it, follow the instructions on the Medicaid Administrative Claiming/School-

Based Services (MAC/SBS) Web site to upload the text file student roster.

oster_file.tat - Notepad
File Edit Seach Help

12345678 | Smith |John|James|Jr.
12345678 | Smith|John|James|Jr.
12345678 | Smith |John|James|Jr.
12345678 |Snith|John|James|Jr.
12345678 |Smith|John|James|Jr .
12345678 |Smith|John|James|Jr .
12345678 |Smith|John|James|.Jr.
12345678 |Smith|John|James|Jr.
12345678 | Smith |John|James|Jr.
12345678 | Smith |John|James|Jr.
12345678 | Smith |John|James|Jr.
12345678 | Smith |John|James|Jr.
12345678 | Smith |John|James|Jr.
12345678 | Smith |John|James|Jr.
12345678 |Smith|John|James|Jr.
12345678 |Smith|John|James|Jr .
12345678 |Smith|John|James|Jr .
12345678 |Smith|John|James|Jr.
12345678 | Smith|John|James|Jr.
12345678 | Smith |John|James|Jr.
12345678 | Smith |John|James|Jr.
12345678 | Smith |John|James|Jr.
12345678 | Smith|John|James|Jr.
12345678 | Smith |John|James|Jr.
12345678 | Smith |John|James|Jr.
12345678 | Smith|John|James|Jr.
12345678 | Smith|John|James|Jr.
12345678 | Smith|John|James|Jr.
12345678 | Smith |John|James|Jr.
12345678 | Smith|John|James|Jr.
12345678 | Smith |John|James|Jr.
12345678 | Smith |John|James|Jr.

13/12/1977 | M| 1234
1371271977 || 1234
18/12/1977 | M| 1234
3/12/1977 || 1234
371271977 M| 1234
371271977 M| 1234
371271977 |M|1234
371271977 |M|1234
1371271977 | M| 1234
1371271977 | M| 1234
1371271977 || 1234
1371271977 || 1234
18/12/1977 | M| 1234
13/12/1977 | M| 1234
3/12/1977 || 1234
371271977 M| 1234
371271977 M| 1234
371271977 |M|1234
371271977 |H|1234
1371271977 | M| 1234
1371271977 | M| 1234
1371271977 || 1234
1371271977 || 1234
18/12/1977 | M| 1234
13/12/1977 | M| 1234
1371271977 | M| 1234
1371271977 || 1234
1371271977 M| 1234
1371271977 M| 1234
1371271977 M| 1234
1371271977 | M| 1234
1371271977 | M| 1234

Test
Test
Test
Test
Test
Test
Test
Test
Test
Test
Test
Test
Test
Test
Test
Test
Test
Test
Test
Test
Test
Test
Test
Test
Test
Test
Test
Test
Test
Test
Test
Test

Street|Apt.
Street|Apt.
Street|Apt.
Street|npt.
Street|npt.
Street|nApt.
Street|Apt.
Street|Apt.
Street|Apt.
Street|Apt.
Street|Apt.
Street|Apt.
Street|Apt.
Street|Apt.
Street|npt.
Street|npt.
Street|nApt.
Street|Apt.
Street|fApt.
Street|Apt.
Street|Apt.
Street|Apt.
Street|Apt.
Street|Apt.
Street|Apt.
Street|npt.
Street|nApt.
Street|Apt.
Street|Apt.
Street|fApt.
Street|Apt.
Street|Apt.

#2 |Madison|W1|53719
#2 |Madison|W1|53719
#2 |Madison|W1|53719
#2 |Madison|WI|53719
#2 |Madison|W1|53719
#2 |Madison|W1|53719
#2 |Madison|W1|53719
#2 [Madison|W1|53719
#2 [Madison|W1|53719
#2 [Madison|W1|53719
2 |Madison|W1|53719
#2 |Madison|W1|53719
#2 |Madison|W1|53719
#2 |Madison|W1|53719
#2 |Madison|WI|53719
#2 |Madison|W1|53719
#2 |Madison|W1|53719
#2 |Madison|W1|53719
#2 |Madison|W1|53719
#2 [Madison|W1|53719
#2 [Madison|W1|53719
#2 |Madison|W1|53719
#2 |Madison|W1|53719
#2 |Madison|W1|53719
#2 |Madison|W1|53719
#2 |Madison|WI|53719
#2 |Madison|W1|53719
#2 |Madison|W1|53719
#2 |Madison|W1|53719
#2 |Madison|W1|53719
#2 [Madison|W1|53719
2 |Madison|W1|53719
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EDI HELPDESK CONTACT INFORMATION
Users with questions regarding the information they have received should contact the Department of Health Care Financing
(DHCF) Electronic Data Interchange (EDI) Department either by calling (866) 416-4979 or by mailing their questions to:

DHCF

EDI Department

6406 Bridge Rd
Madison WI 53784-0009
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