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1 Introduction 

A prior authorization (PA) is a required authorization issued by the county waiver agency (CWA) 
before a provider may submit claims or receive payment for services and supports delivered to a 
/ƘƛƭŘǊŜƴΩǎ [ƻƴƎ-Term Support (CLTS) participant. All CLTS services must have a PA, and all CLTS 
PAs are automatically approved once accepted into ForwardHealth. 

CWAs can use the PA features on the ForwardHealth Portal (the Portal) to do the following:  

¶ Upload a PA File 

¶ View Upload PA File Results 

¶ Access PA File Submission Template 

¶ Submit a New PA 

¶ Search or Amend a PA 

¶ Search PAs in Bulk 
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2 Access the Prior Authorization Page 

 Access the Portal at forwardhealth.wi.gov/. 

Figure 1  ForwardHealth Portal Homepage 

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

Figure 2  Sign In Box 

 9ƴǘŜǊ ǘƘŜ ǳǎŜǊΩǎ ǳǎŜǊƴŀƳŜΦ 
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 Click Next. A Verify with your password box will be displayed. 

Figure 3  Verify With Your Password Box 

 9ƴǘŜǊ ǘƘŜ ǳǎŜǊΩǎ ǇŀǎǎǿƻǊŘΦ 
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 Click Verify. The secure Waiver Agency page will be displayed. 

Figure 4  Secure Waiver Agency Page 
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 Click Prior Authorization on the main menu at the top of the page. The Prior Authorization 
page will be displayed.  

Figure 5  Prior Authorization Page 

From the Prior Authorization page, CWAs can choose to do the following: 

¶ Upload a Prior Authorization File 

¶ View Uploaded Prior Authorization File Results 

¶ Access Prior Authorization File Submission Template 

¶ Submit a New Prior Authorization 

¶ Search or Amend a Prior Authorization 

¶ Prior Authorization Search-Bulk 
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3 Upload a Prior Authorization File 

Users can upload PA files for processing via the Upload a PA file link. 

 On the Prior Authorization page, click Upload a PA file to upload a file. 

Figure 6  Prior Authorization PageτUpload a PA File  



April 28, 2025 /ƘƛƭŘǊŜƴΩǎ [ƻƴƎ-Term Support Prior Authorization User Guide 
 

 3 Upload a Prior Authorization File   8 
 

The Upload PA Files panel will be displayed. 

Figure 7  Upload PA Files Panel 

 Click Choose File. Navigate to the desired file and double-click to select for uploading. 

 Click Upload File. If there are errors, an error message will be displayed at the top of the 
page. 

Figure 8  Error Message 
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 Select the record under the Uploaded Files list to view the error reasons under the Select File 
Errors section. 

Figure 9  Upload PA Files PanelτSelect File Errors 

 Click delete to delete the file, then go back and correct the errors in the file. Note: If there 
are any errors, the PA file will not be uploaded. All errors must be corrected to upload and 
submit the file. 
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 Click Upload File. A confirmation message will be displayed at the top of the panel indicating 
the file has been successfully verified. 

Figure 10  Upload PA Files PanelτPassed Validation 

 Click Submit. A confirmation message will be displayed at the top of the panel indicating the 
file has been successfully uploaded. 

Figure 11  Upload PA Files PanelτSuccessfully Uploaded 

 Click Exit. The information from the file will be used by ForwardHealth to create the PA that 
will be stored in interChange. Files will be processed twice daily, and CWAs will receive a 
response file. 
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4 View Uploaded Prior Authorization 
File Results 

Users can download the results of their uploaded PA files via the View Uploaded PA File Results 
link. 

 On the Prior Authorization page, click View Uploaded PA File Results.  

Figure 12  Prior Authorization PageτView Uploaded PA File Results 
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The View Uploaded PA File Results panel will be displayed. 

Figure 13  View Uploaded PA File Results Panel 

 Click the desired row to download the results of the uploaded PA file. The panel will be 
displayed with the file name listed under the Download Selected File section. 

Figure 14  View Uploaded PA File Results PanelτDownload PA 

 Click Download PA. The PA file will be downloaded. 
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 Navigate to the location in which the PA file was downloaded on the computer. 

Figure 15  Downloaded File 

 Double-click to open the file. The PA file results will be displayed in Microsoft Excel 
Worksheet. 

Figure 16  Downloaded PA File 

 Click Save As. Name the file. 

 Choose a location on the computer or network. Save the file. 
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5 Access Prior Authorization File 
Submission Template 

The Prior Authorization File Submission Template allows the user to input required PA 
information into a template used to create a PA request. 

 On the Prior Authorization page, click Prior Authorization File Submission Template to 
download the template. 

Figure 17  Prior Authorization PageτPrior Authorization File Submission Template 
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 Navigate to the location where the template file was downloaded on the computer. 

Figure 18  Downloaded File 

 Double-click to open the file. The Prior Authorization File Submission Template will be 
displayed with the required PA fields in Microsoft Excel Worksheet.  

Figure 19  Prior Authorization File Submission Template 

 Fill out the template with the required information. 

 Follow the instructions under the Upload a Prior Authorization File chapter of this user guide. 
Multiple PAs can be submitted at one time. 



April 28, 2025 /ƘƛƭŘǊŜƴΩǎ [ƻƴƎ-Term Support Prior Authorization User Guide 
 

 5 Access Prior Authorization File Submission Template   16 
 

 On the Prior Authorization page, click here for PA file specification instructions. 

Figure 20  Prior Authorization Page
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6 Submit a New Prior Authorization 

Users can submit a new PA via the Submit a new PA link. 

 On the Prior Authorization page, click Submit a new PA.  

Figure 21  Prior Authorization PageτSubmit a New PA 
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The Service Information panel will be displayed. 

Figure 22  Service Information Panel 
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 Enter the member ID in the Member ID field and click outside the field to automatically 
populate the First Name and Last Name fields. 

Figure 23  Service Information PanelτMember Information 

 Enter the remaining information. Note: All fields with an asterisk are required. 

 In the Billing Provider ID* ŦƛŜƭŘΣ ǘƘŜ /²! ǿƛƭƭ ƻƴƭȅ ǎŜƭŜŎǘ ǇǊƻǾƛŘŜǊ ǘȅǇŜ άууέ along with the 
appropriate service location for their PA when searching for their billing provider ID. To do 
this, complete the following steps: 
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a. Under the Service Information section, click [Search] next to the Billing Provider ID* field. 

Figure 24  Service Information PanelτBilling Provider ID* Field 

The Billing Provider ID Search panel will be displayed. 

Figure 25  Billing Provider ID Panel 

¶ Click Help to access the @neTouch Help page.  

¶ Click Close to return to the Service Information panel. 
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b. Enter the search criteria and click search. The search results will be displayed at the 
bottom of the panel. The Type column displays the provider type, and the Address, City, 
State, and Zip columns display the service location information.  

Figure 26  Billing Provider ID PanelτSearch Results 

c. To search for the provider ID, click Prev or Next at the bottom of the page. 

d. Double-click the desired row. The Billing Provider ID* field will be populated under the 
Service Information section. 

Figure 27  Service Information PanelτBilling Provider ID* Field Populated 
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 Once all information is entered, click Next. The PA Summary panel will be displayed. 

Figure 28  PA Summary Panel 
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 Click Preview PA Request. A PDF version of the PA request will be displayed. 

Figure 29  PDF Version of the PA Request 
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 Click Submit. The confirmation page will be displayed. 

Figure 30  Confirmation of Receipt 

 Click View Approved PA to view the approved PA request. 

 Click Print PA request to view, print, or save a PDF version of the PA request. 

 To print or save the PA request to a hard drive or network location, use the Print or Save As 
function of the browser. 

 Click Return to menu to be redirected to the Prior Authorization page. 
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7 Search or Amend a Prior 
Authorization 

Users can search for and amend a PA once the PA request has been submitted via the Search or 
Amend a PA link. 

 On the Prior Authorization page, click Search or Amend a PA.  

Figure 31  Prior Authorization PageτSearch or Amend a PA 














