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Agenda

o Submitting a Prior Authorization (PA) Request

o Additional Supporting Clinical Documentation

o Accessing PA Information

o Amending an Approved PA

o Correcting a Returned PA

o Changing a PA from Suspended to Pending
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Submitting a PA Request

o Select Submit a New PA from the Prior Authorization page. 

o Fill in the necessary information by working through a series of pages.

o Use Previous and Next to navigate.

o Click Clear to remove all information entered on the current page, if 

needed.
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Submitting a PA Request (Cont.)

o Click Verify to validate the entered information. 

o Once the fields for the PA request are completed, including any 

necessary PA attachments, click Submit and make note of the PA 

number.

Note: The Portal will prompt users to continue their PA session after 55 

minutes of inactivity. 
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Submitting a PA Request (Cont.)
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Submitting a PA Request (Cont.)
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Submitting a PA Request (Cont.)
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Submitting a PA Request (Cont.)
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Submitting a PA Request (Cont.)

PA Attachments

o When completing PA requests, the PA wizard presents the necessary 

attachments. 

o Almost all PA attachments can be completed and submitted on the 

Portal.
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Submitting a PA Request (Cont.)
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Additional Supporting Clinical Documentation

o Providers may submit supporting clinical documentation via mail, fax, or 

uploaded to Portal.

o Providers can upload documents in the following formats — JPEG, 

PDF, Rich Text Format (.rtf), .txt, or OrthoCAD. 

o Providers can also upload documentation via the Portal when:

– Correcting a PA that is in a Returned — Provider Review status.

– Submitting an approved PA amendment. 
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Additional Supporting Clinical Documentation
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Additional Supporting Clinical Documentation
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Accessing PA Information

o All PAs, whether they are submitted on paper or electronically, are 

accessible via the organization’s secure provider Portal account. 

o Refer to the Prior Authorization Portal User Guide for information about 

the PA processes.
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Accessing PA Information (Cont.)

Decision Notices and Return Letters

o Providers submitting PA requests via the Portal will receive a decision 

notice letter or returned provider review letter via the Portal. 

o Providers submitting PA requests via mail or fax will receive the decision 

notice letter or returned provider review letter via the Portal and by mail.

o PA decision notices and review letters are not available until the day 

after the PA request is processed by ForwardHealth. 
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Accessing PA Information (Cont.)

PA information is located on the Provider page and the Prior Authorization 

page of the Portal.

PA via the Provider Page

o Providers may customize their secure Provider home page to display 

the most recent five to 20 PAs.

o Providers may customize PAs so that only PAs of a particular status are 

displayed.

o Providers can click any PA to select it; the PA detail will be displayed. 
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Accessing PA Information (Cont.)

PA via the Prior Authorization Page 

o All PA history was converted to interChange.  

o Providers can find PA information by selecting the Check on a 

Previously Submitted PA link. 

o Providers may narrow their search for PAs by entering data into at least 

one of the parameter fields. 

o If no information is entered, the search result will contain all PAs.
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Accessing PA Information (Cont.)

PA via the Prior Authorization Page (Cont.)

o Providers can navigate through multiple pages of results by the page 

numbers or sorting the column headers.

o Providers can click any PA to display it.
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Amending an Approved PA

To amend an approved PA:

o Locate the appropriate PA via the Amend an approved PA link. 

o Narrow the search by completing any of the parameter fields listed. 

o Click a PA to select it; the PA detail will be displayed.

o Click Amend this PA at the bottom of the page. 

o Complete Section III following the guidelines for amending an approved 

PA in the Online Handbook, then click Submit.
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Correcting a Returned PA

To correct a returned PA:

o Review the Returned Provider Review letter.

o Locate the appropriate PA by selecting either the Correct a Returned PA 

or Correct a Returned PA Amendment link. 

o Narrow the search by completing any of the parameter fields listed. 

o Click a PA to select it; the PA detail will be displayed.

o Click Correct this PA at the bottom of the page.
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Changing a PA from Suspended to Pending

Upload supporting clinical documentation for a PA request in a Suspended or 

Pending status by doing the following: 

o Click Upload Documents for a PA.

o Enter a PA number and verify that the PA is in a suspended or pending 

status; click Next. 

o Select Browse and find the desired file from the File Upload panel.

o Click Open and Upload.

o Click Exit after selecting all the files to be uploaded.  

Note: If no further clinical supporting documentation is to be submitted, check 

the Change Prior Authorization Status box prior to exiting.
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Provider Resources

o ForwardHealth Portal: www.forwardhealth.wi.gov/

o Provider Services: 800-947-9627

o WiCall: 800-947-3544 (ForwardHealth’s Automated Voice Response 

system)

o ForwardHealth Portal Helpdesk: 866-908-1363

o Electronic Data Interchange: 866-416-4979

http://www.forwardhealth.wi.gov/
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Provider Resources (Cont.)

o Provider Relations Representatives

o ForwardHealth Managed Care Ombudsmen: 800-760-0001

o Member Enrollment: www.access.wi.gov/

http://www.access.wi.gov/
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Communications

o User Guides:

– Public home page: Policy and Communication > Communication > User 

Guides

– Secure Portal: Providers > Users Guide

o E-mail Subscription Sign-up on the public home page: Policy and 

Communication > Communication > E-mail Subscription Sign-up

o Updates on the public home page: Policy and Communication > Policy > 

ForwardHealth Updates
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Communications (Cont.)

o Trainings on the public home page: Policy and Communication > 

Communication > Trainings

o Contact link at the bottom of Portal pages

o Secure Messaging on the secure Portal

o RA Banner Messages on the secure Portal
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