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Introduction

Portal Overview

WPS SNAP (Secure Net Access Portal) (“the portal”) is a comprehensive and secure alternative
to obtain Medicare patient eligibility and claim status and perform various claim-related
transactions. Partnered with CMS, which governs the security regulations and policies of the
portal, WPS is pleased to be able to provide this convenient and efficient tool to our Medicare
providers.

The portal is available to Medicare Part A and Part B providers and their staff operating within
Medicare Jurisdiction 5 (J5) and Jurisdiction 8 (J8). These jurisdictions are comprised of
providers in the states of Indiana, lowa, Kansas, Michigan, Missouri, and Nebraska, as well as a
small number of Part A providers in other parts of the country. Providers who do not submit
Medicare claims to WPS should contact their own Medicare Administrative Contractor (MAC) for
information about registering for their MAC’s portal.

The portal offers many functions. The most frequently accessed functions are eligibility and
claim status. The portal uses the CMS HIPAA Eligibility Transaction System (HETS) 270/271
transaction to obtain the most current patient eligibility, while the claim status function uses the
Claims Processing Shared Systems. In addition, the portal offers the ability to do the following:

Send secure messages to Customer Service staff

Submit a Credit Balance Report

Register to receive the Electronic Remittance Advice (ERA)

Submit Prior Authorization Requests (Part A providers — only for the following types of
service: blepharoplasty, botulinum toxin injections, cervical fusion with disc removal,
implanted spinal neurostimulators, panniculectomy, rhinoplasty, and vein ablation / Part
B providers — Repetitive, Scheduled Non-Emergent Ambulance Transports)

e View Prior Authorization Exemption Letters

Enter a Part B claim (paper billers who are not already submitting electronic data
interchange (EDI) claims only)

Submit a Part B clerical error reopening

Submit a Part B overpayment claim adjustment

Submit medical documentation for pre- and post-payment reviews

Submit Part A and B redetermination requests and supporting documentation
Submit Part A level 2 reconsiderations

Check status on any redetermination submitted to WPS

ACO Reach search

Submit electronic refunds

Search Medicare receipts

Obtain Payment Status information

View AP holds

Request duplicate remittances

Receive and respond to Additional Documentation Requests (ADRs)

Receive and respond to Demand Letters

The portal is available 24 hours a day, 7 days a week, with limited functionality outside of
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normal business hours. Weekly maintenance is scheduled from Saturday at 11:00 pm CT
(12:00 am ET) through Sunday at 5:00 am CT (6:00 am ET). See the System Status alerts for
information about maintenance scheduled outside of the usual times. These alerts are also
available on the portal’s home page.

Portal User Responsibilities

All portal users must agree to abide by the Terms of Use for Transactional Areas when
registering for portal access. Due to the sensitive nature of the information available in the
portal, failure to abide by the terms of use may result in the immediate termination of your
account and could result in civil and criminal penalties.

Our General Terms of Use are available on our website.
Use of Automated Programs in the Portal

Users are strictly prohibited from using automated programs, macros, etc. to access the
features of the portal. Users found to be accessing the portal in any manner other than the
process described in the Logging In and Logging Out section of this manual will have their
access revoked. In addition, the use of such tools will result in the suspension of all accounts
associated with the NPI(s) of that user's organization(s).

Required Browser Settings to Access the Portal

The portal requires the user’s browser to use Transport Layer Security (TLS) settings of 1.2 or
higher to secure and protect the information it contains. The browser may display the message
“This page cannot be displayed” if the TLS settings are insufficient.

A user can update the TLS settings for their preferred browser by following the instructions
below. Some users may need to contact their company’s technology department to make these
changes.

Updating TLS Settings in Microsoft Edge

Go to ‘Internet Options’ in your top toolbar

Click on the Advanced tab

Scroll to the Security section and then find ‘Use TLS 1.2’ and check the box
Click Apply

Click OK

abrwnN=

Updating TLS Settings in Mozilla FireFox

Current versions of Firefox automatically use TLS 1.2. If you are using an older version of
Firefox, follow these steps:

1. In a new Firefox browser type about:config in the address bar

2. Inthe address bar type in: security.tls.version.max

3. Replace the ‘1’ with ‘3’ to enable TLS 1.2

Updating TLS Settings in Google Chrome

Current versions of Chrome use TLS 1.2. If you are using an older version of Chrome, follow
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these steps:

Open Google Chrome

Click Alt F and select Settings

Scroll down and select Show advanced settings

Scroll down to the Network section and click Change proxy settings
Select Advanced tab

Scroll down to Security category and check ‘Use TLS 1.2’

Click OK

Nogakhwd~

Updating Chrome Settings to View vs Save a Document

Are you are getting a message to save a letter or attachment in the portal when using Chrome?
If yes, and you do not want to save it, you can update your settings by using the steps below.
This only affects the Chrome browser. This will need to be done for each type of document (i.e.
word, excel, pdf, etc.)

1. Click on the letter or document, a dialog box asking you to save the file will appear. Save the
file, and a small box will appear in the lower left-hand corner of your screen as shown below.

0 595610005.docx

2. Right click on the box and you will get options as shown below

Cpen

Always open files of this type

Show in folder

3. Click on the second option, “Always open files of this type,” to update your setting so that the
next time you open the document type in Chrome it will automatically open instead of asking
you to save it. You may have to repeat this action if you clear cache or cookies.

v Always apen files of this type

Show in folder
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Home Page

After logging in, you will land on the Home page. The Home page provides important
notifications about your account, alerts, and links to the portal functions available to you based
on your level of access.

All users with a password expiring within 60 days will have a link at the top of their Home Page
to change it.

Eligibility users have access to their own account details and the Eligibility Check, MBI
Lookup, and Customer Service functions.

P
AW R SNAP Topic Center v Tools v Training Center Contact Us D Logout 0

Secure Net Access Portal

g Eligibility

o Successful Login: Thursday, April 24,2025, 10:27:36 am | Day:

Number of unsuccessful logins since last login: 0 Next Rece n Date: April 24, 2026
My Profile ] [ Customer Service ] [ Beneficiary (MBI Lookup) ] [Eligibilily
— —

Standard users have access to all Eligibility user functions, plus access to all the non-
administrative functions (e.g., Claim Inquiry, Remittance Advice, eRefunds, etc.).

[
WPS SNAP Topic Center v Tools w Training Center Contact Us D Logout e

Secure Net Access Portal

Last Successful Login: Thursday, April 24, 2025, 10:15:16 am
O standard provider D M W A 24,2025,
Number of unsuccessful logins since last login: 0

g Practice Ta, Patient B3 Transactions B2 Finance O Notices
[ My Profile ] [ Beneficiary (MBI Lookup) ] Prior Authorizations Refunds [ Remittance Advices ]
[ Customer Service ] [ Eligibility ] Prior Auth Exemptions Receipts [ ADR Letters ]

835 Enrollment/Change

Medical Documentation Payment Status

Appeals AP Holds

[ J@ | )
[ ] )

{ Claims } { Overpayments } [ Demand Letters ]
[ ] )

Appeals-Reconsiderations
ACO REACH

NPI Administrators have access to all Standard user functions, plus the ability to manage
other users’ accounts.

s
L) SNAP Topic Center v Tools ~ Training Center Contact Us D Logout e

Secure Net Access Portal

Last Successful Login: Thursday, April 24, 2025, 9:05:18 am || Days Until Password Expiration: 22

g NPLAGmin )\ ber of unsuccessful logins since last login: 0 ‘Next Recertfication Date: February 27, 2026
O Practice o, Patient E5 Transactions B Finance O Notices
[ My Profile ] [ Beneficiary (MBI Lookup) | [ Prior Authorizations J [ Refunds ] [ Remittance Advices |
[ Users m] [ Eligibility ] [ Prior Auth Exemptions ] [ Receipts ] [ ADR Letters ]
[ Claims ] [ Overpayments ] [ Demand Letters l
[ Medical Documentation l [ Payment Status ]
= = J

Appeals-Reconsiderations
ACO REACH
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Registration, Account Management, and Recertification

Registering for Initial Access

If you do not have a portal account, follow the steps below to register for access. An NPI
Administrator must approve all users’ access (or the user must self-register as an NPI
Administrator, if applicable) before accessing any protected information in the portal.

Step 1: Select the “Register” link from the User Login section near the top of the screen.

[?] Can't in? - iste E Expired NP1 Admin Account A2 Portal User Manual

Step 2: Read the details of the Terms of use for Transactional Areas. Select the “I have
read....” statement for the Transactional tab, click Continue and then repeat for the General tab
to continue the registration process, then select Next.

Terms of use for General Areas

To continue, you must read and accept the following agreements

@& Transactional @& General

WPS GHA Portal - General Terms of Use Reviewed July 18,
2024 Updated March 2, 2023

The WPS GHA Portal Website is composed of various web
pages operated by Wisconsin Physicians Service Insurance
Corporation ("WPS"). The capitalized term “Website” shall be
defined herein to include wpsgha.com and all other web pages
operated or hosted exclusively by WPS for health care
providers in Medicare Jurisdiction 5 (“J5") and Jurisdiction 8
(*J87), including the transactional areas of the WPS GHA
Portal that require user registration to access.

Acceptance of the General Terms of Use Please read this
agreement carefully before using this Website. By accessing
this Website, you agree to be bound by the terms and -

| have read and agree to abide by these Terms of use for

General Areas
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Step 3: On the “Provider Access” page, enter the National Provider Number (NPI), Provider
Transaction Access Number (PTAN) and Provider Tax Identification Number (TIN/EIN) for the
NPI to which you are requesting access. When done, select “Next.”

NOTE: If you are part of a provider group/clinic, you must use your GROUP NPI and PTAN to
register for the portal. You cannot register using an individual provider's NPl and PTAN.

Provider Access

Provider Access

Mote: If vou already have an active WPS Government Health Administrations Portal Account,
please click here to return to the home page and use those credentials to login.

Which Medicare provider do you represent? You must supply valid eredentials for the provider
wou represent before you can proceed with registration

ur Mational Proider Mumber (NP2

m

Step 4: Once you enter your provider credentials, the portal will verify the current number of
administrators for that NPI. Depending on the number of administrators the NPI already has,
you may have the option to self-register as an administrator.

If the NPI currently has fewer than five administrators, it will give you the option to Register
as an NPI Administrator for that NPI. You may accept or reject the role of NPI Administrator. If
you accept the role, you must agree to the NPI Administrator Responsibilities.

NOTE: If there are currently no NPl Administrators, and you are not an appropriate person to
become the administrator, your account access will not be approved until someone else
registers as the NPI Administrator and approves your access.
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o o © L+ 5]

Provider Access Admin Approval

Financial Information

There are currently no registered admins, You must agree to register as an admin to proceed.

Do you wish to register a5 an admin?™

® ‘es
O Mo

Patient Lookup Medicare Check # Medicare Claim #

Patients Medicare Mumber?®

Dzt of Sarioe”

mm/dd fyyyy (=]

l CANCEL || BACK | NEXT

If the NPI already has five NPl Administrators, you will not have the option to register as an
administrator. You can continue to create your account, but a current NPl Administrator must

approve your account before you can access information in the portal.

If you are not the appropriate person to be the Administrator for the NPI, you will get this screen:

L @ © o o

Provider Access

Provider Access

Mote: If you already have an active WPS Government Health Administrations Portal Account,
please click here to return to the home page and use those credentials to login,

Which Medicare provider do you represent? You must supply valid credentials for the provider
you represent before you can proceed with registration

What Is your Mational Prosider Mumber [MPI?

What i your Provider Transaction Access Number (PTAN)"?

What is your Provider Tax ldentification Mumber (TIN)*?
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Step 5: On the “About You” page, enter all required data and then select “Next” to continue the
registration process.

o @ © o ©

Provider Access Admin Approval About Yau Creste Accoont Confirmation

About You

You may MOT share sccounts, Every usar must hyve thair own unique scoount
Use the below fields to enter your unigue account information

Provider

Pranader Nama™

Personal Information

First Marme"

Last Mame"

Middle Iratizl

Suffix

Contact Information

Email* Confirm email”

Phone Mumber

Work Location and Address

Work Location Name

Address”

City™ State = Zip Code”

Enie=n] - |
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Step 6: Next you will create your User Login ID and password and create your Second Level
Security (e-Signature) by entering your date of birth and selecting and answering 3 security
questions and then select Next.

] o 0 o

Provider Azcass Adris Appeova At You Crants Azeount Confirmtion

Create Account

Use the following fields tocreate s new account

Login Credentials

Password” ® Confirm Password™ [0

GEMERATE PASSWORD

Second Level Security (e-signature)

Crate of Birth i}

Security Questions

Cruestion 17 i
Answer 1°
Question 2® -
Angeer 27
Question 3° b

Answer 3°

) ()

10
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You will receive a message “Your registration was successful. Please return home to log into
your account.”

] L o o o

dar docansy Edmin dporova Bl At Cragte Arrourt A e

11
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User Login ID and Password Setup and Management

Creating Your User Login ID and Initial Password during Registration
User Login IDs

User Login IDs are 5-16 characters in length. Spaces are not allowed. Your User Login ID can
contain the following characters:

o« AZ

e« 09

e Dollar ($)

e Underscore ()
 Hyphen (-)

Your User Login ID is permanent and cannot be changed later.
Passwords

Your password must meet several CMS and WPS requirements. Be sure to review the
password requirements below prior to creating the password:
o Passwords must be 8 - 20 characters in length
e Passwords must contain at least:
o One upper case alphabetic letter: A - Z
o One lower case alphabetic letter: a - z
o One numeric digit: 0 - 9
o One special character (only the characters listed below are valid):
= Hashtag (#)
= Dollar ($)
= Percent (%)
=  Ampersand (&)
e Passwords cannot contain:
o Your first or last name
Any special characters that are not listed above
User Login ID
Security question answers
Words found in a dictionary (four or more letters)

O O O O

Some helpful suggestions to assist you in the creation of your new password:
e Choose a smaller password and repeat it: Ab#1Ab#1
e Use the $ sign in place of the letter “S”: Pa$$1Pa$$1
e Use the number zero in place of the letter “O”: wOrd1wOrd1
e Use the number one in place of the letter “I”: Wh1te$Wh1te$

In addition, remember the following password rules:
e Passwords can only be changed once in a 24-hour period
o Newly created passwords must be different from the previous 24 passwords used.
e Newly created passwords must differ from the previous password by at least four
characters.

12
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Once you choose your password, enter it in the “New Password” field, and then reenter the
same password in the “Confirm Password” field.

Auto-Generated Passwords

If you are having trouble creating your own password, you can have the portal auto-generate a
password for you. Select the “Generate Password” link and the portal will generate a password
that meets the password requirements. It will autofill the generated password in the “New
Password” and “Confirm Password” fields.

NOTE: Please remember the auto-generated password. You will need to enter the password
the next time you log in.

@ The Centers for Medicare & Medicaid Services (CMS) and WPS are committed to protecting the health information of Medicare beneficiaries. To ensure this level of protection, CMS security requirements
are that all passwords automatically expire every 60 days, if not changed when prompted.

Change My Password Password Rules

C 1t P: d o Password must be at least 8 characters long (no longer than 20 characters).
urrent Password *

L0
0 Password must NOT include User ID, first name, last name and/or full name.
New Password *
© o The password requires at least 1 uppercase A-Z.
Confirm Password *
® o The password requires at least 1 lowercase a-z

-0OR -
) o The password requires at least 1 numeric digit 0-9
o The password must include at least 1 of the following special characters # § % &

o The new password must be at least 4 characters different from the previous

o The rules below will be validated after submitting your new password

o Mo Dictionary Words.
o Must be different than previous 24 passwords used

o Can only be changed once in a 24 hour period

13
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Create your E-Signature (Date of Birth and Secret Questions and Answers)

During the registration process, you will also create your e-signature. The only times you will
use this second level of security is if you forget your User Login ID or password and for
recertification of your portal account.

To create your e-signature, enter your date of birth and choose three security questions. It is
very important to enter your correct date of birth, as you cannot change this information later.

Be sure to note the format of your answers to your security questions. (For example, if you
select a question that has a date for an answer, make sure to note if you spell out the date or
use numerals. The portal would consider “January 1, 2020,” “01/01/20,” and “01/01/2020” to be
completely different answers.)

NOTE: No one has access to your e-signature information except you. Neither an NPI

Administrator nor Medicare staff can see or update your e-signature answers or date of birth in
the portal.

Second Level Security (e-signature)

Security Questions

14
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Password Expiration

e User-created and auto-generated passwords expire every 60 days.

e Temporary passwords expire after a single use. In addition, temporary passwords must
be used within 21 days. (NOTE: If a new user does not enter their temporary password
within 21 days, their account will need to be recreated.)

Once a password expires, the portal will display the “Password Expired” page when you log in.
You will need to change your password before continuing.
e Enter the expired password in the “Current Password” field.
e Enter a newly created password in the “New Password” field. (The portal automatically
completes this field if you auto-generate the password.)
o Enter the newly created password again in the “Confirm Password” field. (The portal
automatically completes this field if you auto-generate the password.)
e Select “Save my password” to change your password.

Forgot User Login ID or Password
Follow the steps below if you forget your User Login ID or your password:

Step 1: On the initial Login page, select the “Forgot User Login ID/Password?” link beneath the
area where you would normally enter your ID and password.

Step 2: Select “l don’t know my User Login ID” or “| don’t know my Password” depending on
which item you have forgotten.

Reset My User Login Id Or Password

n arder to retrieve your User Login ID and or password, choose
from the selections below.

(2 USERLOGINID

‘ Qe MY PASSWORD ‘
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Step 3: If you do not remember your User Login ID, the portal will ask you to enter the
following items:

e Email Address

e NPI number

o Date of Birth

e Secret Question

Secret Answer (Enter your answer in the same format as you originally answered. “January 1,
2020,” “01/01/20,” and “Jan 1, 2020” would be different answers.)

Retrieve My User Login Id

In order to retrieve your User Login ID, please enter an NPI that you currently have
access to, your registered date of birth, and one of your 3 secret Q&As. If the data
matched, we'll send you yvour User Login 1D to the registered email in your account.

Email *

NPl Number *

Miata o Birth =

mm/dd/yyyy |
Secret Question * -

Secret Answer *

16
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If you do not remember your password, the portal will ask you to enter the following items:
e User Login ID
e Date of Birth
e Secret Question
e Secret Answer

Password Reset

In order to retrieve your Password, please enter your User Login |D, yvour registered
date of birth, and one of your 3 secret Q&As. If the data matches, we'll send you an
email containing your new temporary password at the email address you provide. For
security reasons, this email will not contain your User Login ID. In addition, after
logging in the portal with this temporary password, you will be prompted to change it.

9 | am an External User

User Login Id *

mm/dd/yyyy m)
Secret Question® -

Secret Answer *

Step 4: Once you click Submit, the portal will display the message, “Please check your email for
your User Login and/or temporary password.” The portal will send the email to the email
address currently listed on your account. Check your spam or junk folders if you do not see the
email in your inbox.

Step 5: Return to the portal and log in with your User login ID or the temporary password from
the email.

Step 6: If you reset your password, the portal will display the Password Expired page when you
log in with the temporary password from the email. You will need to change your password
before continuing. See the Password Expiration section above for information about changing
your password. Remember to use the temporary password from the email in the Current
Password field when changing your password.

17
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Password and User Login ID Tips and Troubleshooting

Passwords are case-sensitive, but User Login IDs are not.
If you forget your password, you can:
o Use the “Forgot User Login ID/Password?” to reset your password
o Contact your NPI administrator to reset your password
o NPI Administrators may contact the Provider Contact Center to reset their
password

If you enter the incorrect password three times, the portal will lock your account. A
Standard and Eligibility user must contact their NPl Administrator to reset their
password and unlock their account. An NPl Administrator must contact the Provider
Contact Center during normal business hours to reset their password and unlock their
account.

If you receive the error message, “The client supplied invalid authentication
information,” when changing your password, it means you entered the wrong
information in the Current Password field. (Note: If the Current Password field displays
all asterisks (*****), delete them and enter the temporary password from the password
reset email. Do not allow your browser to save your password for the portal.)

If you receive the error message, “New password verification failed. Make sure the
new password fields contain the same data,” when changing your password, it
means the new password and confirm new password fields do not match.

If you receive the error message, “Password rejected due to policy violation,” when
changing your password, it means the new password does not meet all the password
requirements. Verify you are not using dictionary words. Also verify your password
contains one of the four special characters (# $ % &).

18
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Logging In and Logging Out

Logging into the Portal

IMPORTANT: All users must log into the portal at least once every 30 days to keep their
account active. If a user fails to log in at least once during a 30-day period, the portal will
disable the user’s account.

To log into your account:

Step 1: Enter your User Login ID and password in the appropriate boxes and click the “Login”
button.

s —

Expired NP1 Admi int o User Mg

Step 2: In the next step you will need to View and Accept the AMA License. If you do not
accept, you will not be able to log into the portal.

View AMA License

LICENSE FOR USE OF PHYSICIANS' CURRENT PROCEDURAL
TERMINOLOGY, FOURTH EDITION (CPT)

End User Point and Click Agreement. CPT codes, descriptions and other
data only are copyright 2023 American Medical Association. All rights
reserved. CPT is a registered trademark of the American Medical
Association (AMA). You, your employees and agents are authorized to
use CPT only as contained in the following authorized materials of
Centers for Medicare and Medicaid Services (CMS) internally within your
organization within the United States for the sole use by yourself,
employees and agents. Use is limited to use in Medicare, Medicaid or
other programs administered by CMS. You agree 1o take all necessary
steps to insure that your employees and agents abide by the terms of
this agreement. Any use not authorized herein is prehibited, including by
way of illustration and not by way of limitation, making copies of CPT for
resale and/or license, transferring copies of CPT o any party not bound
by this agreement, creating any modified or derivative work of CPT, or
making any commercial use of CPT. License to use CPT for any use not
authorized herein must be obtained through the AMA, CPT Intellectual
Property Services, 515 N. State Street, Chicago, IL 60654. Applications
are available at the AMA Web site, [http://www.ama-assn.org/go/cpt]
(http:/fwww.ama-assn.org/go/cpt). Applicable FARS\\DFARS Restrictions

Arnmbsta Cavaramant Llea Thic nradocst inalodas QDT aihick s

DO NOT ACCEPT ACCEPT

19
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Step 3: Once you successfully enter your User Login ID and password, and accept the AMA
License, you will reach the Second Level Authentication screen. You will need to request

a Multi-Factor Authentication (MFA) code by email or phone or through the Google
Authenticator app to proceed.

Multi Factor Authentication

Stop 1 - Get a Code

— SEND CODE

Phone Humber;

SEND CODE

Step 2 - Validate Code

Step 4: You only need to validate an MFA code once every 12 hours if you log into the same
computer with a static IP address. If you log into multiple computers or if your computer has a
dynamic IP address, you need to request an MFA code each time in these situations.

Logging Out

To avoid potential issues when you need to log in again, be sure to log out by clicking the
‘Logout’ in the upper right corner of the screen near the search box.

Training Cafler Comact U D _ SEAATH Lagaul
Login Tips and Troubleshooting
Logging in After Timing Out

Users who are logged out after 30 minutes of inactivity sometimes encounter issues when
logging back in and may see this message:

(i) Youare already logged in. GO TO HOME PAGE

If you see this message, click on the “Go To Home Page.”
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Try these steps if you have other difficulties logging in:
Step 1: Close ALL open website browser windows (not just the window containing the portal).

Step 2: Reopen the website browser and manually enter https://www.wpsgha.com (Do not let
your browser autofill the website address.)

Step 3: If you still cannot log in, and there is no “Logout” button or link available, see below for
information about clearing your browser’s cache and cookies (browsing data or history).

Step 4: You can also try logging in using a different browser. (i.e., If you were previously using
Microsoft Edge, try logging in using Google Chrome or Firefox.)

Lock Out After Three Failed Login Attempts
The portal will lock a user’s account if they enter their password incorrectly three times.
Standard and Eligibility users must contact their NPl Administrator to reset their password,

which will immediately unlock the account.

If an NPI Administrator gets locked out of their account, the NPI Administrator must contact our
Customer Service department to have their password reset and their account unlocked.

Clearing Cache and Internet Cookies

As a rule, a portal user should never save the portal’'s URL (website address) as a favorite.
When we make updates to the portal, the browser’s saved version is not up to date, which can
cause issues with logging in or changing your password. Always access the portal by typing
https://www.wpsgha.com in your browser’s address field.

If you have problems accessing the portal or changing your password, or if you are locked out
for unknown reasons, try clearing your browser’s cache and Internet cookies. The steps for
clearing your cache and cookies vary depending on the browser you are using. In general,
follow these steps:

Step 1: Look for a Tools or Settings menu within your browser. You can often access the Tools
or Setting menu through an icon in the upper right corner of the browser.

Step 2: Locate the browsing data or history section of the menu and clear your temporary files
and cookies.

Step 3: Choose how far back to clear your data.

Step 4: If you continue to have difficulty, contact your company’s IT department for assistance.
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Multi-Factor Authentication: Initial Setup for Email and Telephone

CMS requires Medicare contractors to use Multi-Factor Authentication (MFA) in the secure
areas of their websites. MFA provides two layers of security to safeguard both patient and
provider information.

Users set up MFA when registering for the access to the portal. You can receive an MFA
verification code in three ways:

e Email

o Telephone call (for direct lines only)

e Google Authenticator mobile app

An MFA code will usually be valid for 12 hours once you enter it during the login process.
However, if you log into the portal from different computers during the day, or if you have a
dynamic IP (Internet Protocol) address, you may need to request a new MFA code each time
you log in. (Contact your company’s IT department if you have questions about static and
dynamic IP addresses.)

New portal users will see the screen below when accessing the portal for the first time.
sesoen (=) ()

a Mew MFA GHA Portal Regulations

NOTE: MFA

CONTINUE

Click “Continue” to begin the setup process. Initially, you will provide your email address and/or
direct telephone number to allow you to receive the MFA verification code. While you are only
required to set up one option, we recommend users set up both the email and telephone
options. Setting up both options allow you to have a backup method of receiving your MFA code
if your primary method is not working.
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Setup MFA by Email
Step 1: Click the Setup Email button
My I_"rc_rﬁl:e_ ) 80 gack | | X Casce

“ *

St Up Email Set Up Telephone
p P P Set Up Google Authenticator

UNLINK GOOGLE AUTHENTICATOR

SEND CODE » SEND CODE »

Step 2: Enter your email address in the appropriate box (or, if your email address is pre-
populated, verify the email address is the one you want to use to receive the MFA code) and
click the Send Code button.

Set Up Email

Below is the email address you have set up for
Multi-Factor Authentication. To update, click
“Send Code” to verify.

Email Addrass

SEND CODE »

Step 3: Check your email for an automated message from GHAPortal_noreply@wpsic.com. We
send the email immediately, but it may take several minutes for the email to appear in your
inbox. Remember to check your Spam or Junk folder for the email if you do not receive the
email after several minutes.
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NOTE: If you have trouble receiving our emails, contact your company’s IT department or
system administrator to ask them to whitelist the email address or domain name.

Ned BA2/2020 214 PM
GHAPortal_noreply@wpsic.com

WPS GHA Multi-Factor Authentication - Email

Dear

Your Mulu-Factor Authentication code 15

This cade 15 valid for one hour. After vou login using this code, vou will not need to enter another code for 12 hours.
Sincerely,

Customer Service

WPS Government Health Administrators
A Medicare Contractor

Step 4: Once you receive the email, enter the MFA code from the email in the Verification Code
field and click the Verify & Finish button.

NOTE: You must enter the MFA code into the Verification Code field within one hour of
receiving it or it will expire. If your code expires, you will need to request a new code.

Set Up Email

Below is the email address you have set up for
Multi-Factor Authentication. To update, click
“Send Code™ to verify.

VerificationCode

VERIFY & FINISH »
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Step 5: If you do not receive the email containing the MFA code, or if the code does not work,
click on the “Back to Previous Step” link to request a new code.

Step 6: Once you successfully verify your email address using the MFA code you received, you
will see a green check mark and message “You have successfully set up your MFA methods.”

I!'.I-!:.l I.?rf:.nﬂlle. - Do

V

fou have successlullly sel up your MFA methods

Step 7: Follow the steps below to set up MFA by telephone or click “Continue” to go to the
Dashboard.

Setup MFA by Telephone

Step 1: Enter your telephone number in the appropriate box (or, if your telephone number is
pre-populated, verify the telephone number is the one you want to use to receive the MFA
code).

NOTE: The telephone number must be a direct line (landline or mobile). It cannot be a
telephone number that requires the caller to enter an extension or select a routing option from a

menu.

Step 2: Click the Send Code button.

-

Set Up Telephone

Below is the phone number you have set up for
Multi-Factor Authentication. To update, click
“Send Code” to verify.

Phone Mumber

SEND CODE »
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Step 3: You will receive an automated telephone call from WPS with the following message:
“Hello. Thank you for using the WPS GHA Multi-Factor Authentication phone verification option.
Your code is: [randomly generated six-digit number]. Again, your code is: [repeat of six-digit

number]. Remember, you should not share this code with anyone else, and no one from WPS
GHA will ever ask for this code. Goodbye.”

Step 4: Enter the MFA code from the telephone call in the Verification Code field and click the
Verify & Finish button

NOTE: You must enter the MFA code into the Verification Code field within one hour of
receiving it or it will expire. If your code expires, you will need to request a new code.

.

Set Up Telephone

Below is the phone number you have set up for
Multi-Factor Authentication. To update, click
“Send Code” to verify.

Phone Number

VerificationCode

VERIFY & FINISH »

Step 5: Once you successfully verify your telephone number using the MFA code you received,
you will see a green check mark with a message “You have successfully set up your MFA
methods.”

IM:F' p‘l‘Ofl]E o Do

&

fou have successlully sel up your MFA methods
Step 6: Click “Continue” to proceed to the next step.
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Updating your Email Address or Telephone Number for MFA

If the email address or phone number you use to receive your MFA codes changes, follow the
steps below to update them. Changing the information on your account profile DOES NOT
change your email address or phone number for MFA (or vice versa).

Step 1: Log into the portal and click on the “My Profile” link in the left-hand navigation.

g Practice

My Profile |
Users

[ Customer Service l

[ Credit Balance Report l

[ 835 Enroliment/Change l

Step 2: Click on the Multi Factor Authentication button.

My Profile | & Edint | m bone |

Dashboard

Your access will expire on August 28, 2024!
0 . RECERTIFY MY ACCOUNT =
Please recertily your account before that date 1o prévent your acoount from being disabled

@ My Senvice Locations B Change My Password [ Multi Facior Authentication ‘ m
@ Request NP1 Access B change My Security QRAs w ‘2. Disable My Account
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Step 3: Select the option you are changing (email address or telephone number) and enter in
the correct information.

My Profile

WLt Factor Authentication

e

Set Up Email Set Up Telephone
Below is the email address you have set up for Below is the phone number you have set up for
Multi-Factor Authentication. To update, click Multi-Factor Authentication. To update, click
“Send Code” to verify. “Send Code” to verify.
Email Address Phone Number

SEND CODE » SEND CODE »

Step 4: Click “Send Code” to send an MFA verification code to the new email address or
telephone number.

Step 5: Once you receive the code, enter it in the appropriate box and click “Verify and Finish.”
Step 6: Once you successfully verify your email and or telephone number using the MFA code

you received, you will see a green check mark with a message “You have successfully set up
your MFA methods.”

h'l:.: F_‘r.cnﬁl:e. Do

&

fou have successlully sel up your MFA methods
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Multi-Factor Authentication (MFA): Google Authenticator

Once you set up the email and/or telephone options for receiving the MFA code, you have the
option of using Google Authenticator to receive your MFA code. Google Authenticator is an
application typically installed on a smart phone. You are not required to install or set up Google
Authenticator, but you can avoid some common obstacles by using it. Since you immediately
receive an MFA code on your own mobile device, you do not need to wait to receive an email
containing the verification code. It is also a good secondary authentication option if you cannot
set up MFA for telephone because you do not have a direct phone line.

Setting Up Google Authenticator

Step 1: Click “Setup Google Authenticator” and follow the on-screen instructions.

*

Set Up Google Authenticator

Google Authenticator is not enabled
Ta link your account, click the button below

LINK GOOGLE AUTHENTICATOR
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Step 2: Download the Google Authenticator app using Google Play (Android devices) or the
App Store (iOS devices). Follow the instructions in the app to install it on your mobile device.

*

Set Up Google Authenticator

Google Authenticator is not enabled.
To link your account, follow instruction below.

To set up Google Authenticator, first download the app from the App Store (i0S) or from
Google Play (Android).

Download Google Authenticator from Download Google Authenticator from
Google Play Store. Apple App Store.

1. In the Google Authenticator app, select Scan barcode.
2. Use your phone’'s camera to scan this barcode.

#.QR Code

Cannot scan the QR Code? A

1. In the Google Authenticator app, select Manual entry.
2. In Enter account name, type your full email address.
3. In Enter your key, type in the secret key below.

®

4. Make sure that time based is selected.
5. Enter code provided below and click verify.

Step 3: Once installed on your mobile device, follow the instructions in the app for scanning the
QR code displayed in the portal. If your mobile device cannot scan a QR code, click the “Can’t
scan the barcode?” link to use the manual entry option.
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Step 4: The Google Authenticator app will display an MFA code on your mobile device.

Step 5: Enter the MFA code in the Verification Code box located below the QR code and click
“Verify & Finish.”

VerificationCode

VERIFY & FINISH

NOTE: The verification code displayed in the Google Authenticator app changes every 30
seconds.

Step 6: The portal will display a message indicating you have successfully enabled Google
Authenticator and take you to your Dashboard.
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Locating Your NPl Administrator

Your NPI Administrator should be your first point of contact if you have any issues with your
account. NPl Administrators can perform most tasks associated with account maintenance,
such as resetting passwords and security questions. In addition, NPI Administrators are the only
individuals who can grant access to an NPI or change your level of access. If you need to
contact your NPl Administrator, but do not know who it is, you can use the NPl Administrator
Search to look up their name and contact information.

Locating Your NPl Administrator without Logging In

If you are not able to log into your account, you can search for your NPl Administrator using the
NP1 Admin Search tool.

Step 1: Click on the Tools dropdown arrow.

[ i i
'l.‘.FPS [ —— Topic Center ools v Traiining Center Contact Lis

Choose Jurisdiction [ ISMAC Part A ¥ JSMAC PartB > JBMAC Part & >

[ 1
b

WPS | ST oo -
1 £ s - - — ) ol B e i —

ADMINISTRATORS

Step 2: Click on the All Tools link.

Tools A

CERT Claim Lookup
LCD & Article Lookup

Date Calculators

Medicare Participating

Physician/Supplier

All Tools
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Step 3: Click on the NPl Admin Search box.

Tools & Self-Service

. . Direct Data Entry (DDE)
Acromyms List CERT Claim Lookup .
Electronic Access Reguest

Direct Data Entry (DDE) Enrollment &pplication Medicare Participating

Submitter |D Request Status Inquiry Tool Physician/Supplier

All Farms Partal User Manual MSP Calculator

LCD & Article Lookup Universal Date Calculator NPl Admin Search

I'WVE. Conwversion Tool All FAQSs All News
Reason/Remark Lookup Appeals Form Selector
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Step 4: Enter the NPI, PTAN, and TIN for the Administrator that you are looking for and click
Search. The NPl Administrator will display at the bottom of the page.

NPI Administrator Search

Use the following fields to search for Administrator contact information

Mational Prosvider |dertifher (MPM) -

Search Results:

Administrator Information:

Mame Phone Humber Esmiail
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Locating Your Administrator after Logging In

Step 1: Click on the My Profile button under the Practice card.

9 Practice

[MyProfile |
- Users m 1

Customer Service

Credit Balance Report

HEHBE

835 Enrollment/Change

Step 2: Click on the My Service Locations button on the My Profile Dashboard page.

h'!}.r l'frlu'n!!

Your sccess will expire on May 11, 2025
Plésté recertily your sccount belore that d

RECERTIFY MY ACOOUNT =+

@ Reguest NP Access B Change My Security OEAs ‘L Disabie My Accoun
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Step 3: Under the NPI Tool, locate the NPI that you need the Administrator for and click on the
head icon under Admin.

@ My Primary Service Location (NP1)

Patssial B e eder | I Prastie b Addies Apteva Tagee

@ == Qe O [E]e ®
@ s Qe O L m
@ v Qe O L2 D

Step 4: The Find Administrator screen will display showing the NPI, PTAN, and TIN, along with
the name, phone number, and email address for the NPI Administrator.

&a  Find Administrator E3 close wWindow
Hational Provider: PTAN: TIN:
. Rows perpage: | 10
Admin(s)
First Last Phone Ermail

Showing 1-5 of 5 records.
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Locating Your NPl Administrator for a Pending Access Request

When you request access to a new NPI, only an Administrator for that NPI can grant you access
to the NPI. If you have questions about the status of your pending access to an NPI, you must
contact that NPI’'s administrator.

Step 1: Click on the My Profile button under the Practice card.

9 Practice

(MyProfile |
- Users m 1

Customer Service

Credit Balance Report

HEHBE

835 Enrollment/Change

Step 2: Click on the My Service Locations button.

My Profile

| | i 1
ledrbd necerlily your Scooud Balare thal date 16 prévent? your Sooaunt T being didabied

§ My Service Localons ﬂ Change My Passwond ﬂ Muilli Factor Authenthcalion m

@ Reguest NP Access B Change My Security QEAs § Blackout NP| & L Dazabie My Accoum
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Step 3: Under the My Pending Access Requests, click on the Icon under Admin. The Admin(s)
for the NPI will display with Name, Phone Number and Email address.

&a  Find Administrator E3 close wWindow
Hational Provider: PTAN: TIN:
. Rows perpage: | 10
Admin(s)
First Last Phone Ermail

Showing 1-5 of 5 records.
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Portal Security and Loss of Account Access

CMS mandates that Medicare Administrative Contractors (MACs) follow a set of Acceptable
Risk Safeguards (ARS) to protect both providers’ and beneficiaries’ sensitive information. CMS
continually updates ARS standards to stay ahead of constantly advancing technology that could
be used to steal personal data. For more information about ARS standards, see CMS Change
Request (CR) 10216: https://www.cms.gov/Regulations-and-
Guidance/Guidance/Transmittals/2017Downloads/R13SS.pdf

Account Timeout

One of the many safeguards CMS mandates is Session Lock. This rule requires all users to be
actively working in the portal, which helps ensure that protected information is only displayed
when a user is at their workstation. If a user is inactive for 30 minutes, the portal automatically
logs the user out. The session remains locked until the user logs in again.

The portal will display a warning message with a countdown timer about five minutes before
logging a user out due to inactivity. If you are still working in the portal, click the OK button to
stay logged in. If you are no longer actively using the portal, you can click the Logout button to
be logged out immediately. If you do nothing, the portal will automatically log you out of the
portal when the timer runs out.

Session Warning

In the interest of provider security, CMS has mandated safequards including
logging users off after 30-minutes of session inactivity. For additional

information on this logout please see Change Request (CR) 10216.

Your WPS GHA portal session will expire due to inactivity in about 5

minutes. Click Ok to extend your session

Y,

If you do not extend your session, any data entered will be lost. Your session

LOGOUT “

In some cases, you may lose access to your portal account. See below for the main reasons
users lose access to their accounts and for information about resolving each situation.

Losing Access to Your Account
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Disabled Accounts

If your user account is disabled, it means the portal does not recognize your account as a valid,
active account. Your user account can be disabled for several different reasons, including:
¢ Not signing into the account at least once every 30 days
Not completing the annual recertification before the deadline
Indicating you will not abide by the Terms of Use during recertification
Not attesting to completing your company’s annual security awareness training
Clicking on the “Disable My Account” button on your My Profile page

If your account is disabled, you can register for a new account. However, if your account has
been disabled for less than a year, the easier option is to reactivate your account. NPI
Administrators can reactivate your account if you are a Standard or Eligibility user. If you are an
NPI Administrator, you can reactivate your own account. NPl Administrators should review

the Account Reactivation section for instructions on reactivating accounts.

If your account has been disabled for more than one year, it cannot be reactivated. Your only
option is to register for a new account.

NOTE: WPS staff cannot reactivate any user’s account. Only NPI Administrators can perform
this function.

Blackout NPIs

Every NPI used to access the portal requires at least one person to accept the responsibility for
the administration of the NPI's users. Like Standard and Eligibility users, an NPl Administrator
will lose access to their account if they fail to log in at least once every 30 days, or if they fail to
complete their annual account recertification.

If all the administrators for an NPI lose (or remove) their access, the NPl moves into “blackout”
status. Other users may continue to access information in the portal using the blackout NPI for
30 days. This allows time for the previous NPI Administrator to regain access to their account,
or for a new person to self-register as an administrator. If the blackout NPI remains without an
administrator after 30 days, all users lose access to that NPI.

The portal will notify you that your NPl is in blackout status on your dashboard. If you are willing
and able to become the NPI Administrator, you can click on the link in your dashboard window.
See the information about Blackout NPIs for instructions on self-registering as an NPI
Administrator for a blackout NPI.

Replicated Accounts

The portal does not allow users to have more than one account for the same NPI. If you create
two accounts for the same NPlIs using the same contact information, the portal will consider the
accounts to be replicated. You will not be able to access either account until you contact
Customer Service to remove one of the accounts and fix the replication error. You cannot fix a
replication error just by removing one of the accounts.

NOTE: NPI Administrators do not have the ability to fix replicated accounts. You must contact
Customer Service for help with this issue.
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Registering as an NPl Administrator

Any NPI used to perform transactions in the portal must have at least one user who agrees to
manage all users’ access to the portal using that NPI. When requesting access to an NPI you
may have the option to accept the role of NPI Administrator. You should only accept the role of
NPI Administrator if you are willing and able to fulfill the NPI Administrator Responsibilities.

Accepting the Administrator Role during Initial Account Setup

When setting up a portal account for the first time, you must enter your provider credentials
(NPI, PTAN, and Tax ID) as part of the registration process. If the portal determines that your
NP1 does not already have five or more NPI Administrators, it will you give you to option to
accept the role.

Financial Information

Are yvou the appropriate person to be the Administrator for this NPI?

(@) ‘Yes
O No

Step 1: On the Financial Information screen, read the details and answer whether you are the
appropriate person to be the Administrator for this NPI. If you ARE an appropriate person to be
the administrator, select “Yes.” The options to enter financial information based on Patient
Lookup, Medicare Check #, or Medicare Claim # will appear.

NOTE: Selecting the “Back” button will revert to the Provider Credentials page. Selecting
“Cancel” will cancel out the entire registration process and revert to the Login/Registration page.

NOTE: Make sure that you verify that the NP1 you are using for registration matches the
financial information needed to complete the registration process.
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Step 2: To register as an administrator for an NP1, you must confirm you have access to recent
financial (claim) data for that NPI (service location). You must be able to provide information that
would appear on a remittance advice issued within the last 30 days.

e Select one of the three tabs to verify your access to the service location.

o Enter the required data of your choosing (Patient Lookup, Medicare Check # or

Medicare Claim #), then select “Next.”

Provider Access Admin Approva

Financial Information

Are you the appropriate person to be the Administrator for this NP7

@) Yes
() No

Patient Lookup Medicare Check # Medicare Claim &

Using a remit sent to this provider inlast 30 days (not dated older than
| please enter:

Check EFT Number?*

Step 3: After successfully verifying your access to the NPI and accepting the responsibility of
being the NP1 administrator, you will create your personal account. For information about
creating your account, see User Login ID and Password Setup and Management.
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Accepting the Role of Administrator When Requesting Access to Another NPI

After initially creating your portal account, you can request access to additional NPIs on your My
Profile page. Once you enter the NPI, PTAN, and TIN of the new NPI, the portal will determine if
there are fewer than five current NPl Administrators. If there are, the portal will offer you the
opportunity to accept the role. The process is similar to accepting the NPI Administrator role
during initial registration.

My Profile 0o g W Cants

O Request NP Access

]
P

REQUEST

NOTE: If you decline the role, the portal will immediately send your request for access to the
NPI to the existing NPl Administrator for approval of Standard or Eligibility access. If there is no
existing NPI Administrator, your access request cannot be approved until someone else accepts
the role and approves your request.
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Step 1: Review the NPl Administrator Responsibilities in Section 1: WPS Government Health
Administrators Portal Administrator Role Responsibilities. Click “Accept Role” if you agree to
accept the administrator role and responsibilities.

Section 1: WPS Government Health Administrators Portal Administrator Role Responsibilities

Az a WPS GHA Portal Administrator, you agree to perform the
following activities within WPS GHA Portal. Requesting Additional
MNPl Administrators = If there are already five Administrators for an
MPI, one of the Administrators is required to request access for
additional NP1 Administrators through the Secure Message
functicnality within the WPS GHA Portal. Please allow up to 45
business days for the request to be completed. Please submit the
following information: Indicate that yvou would like the user 10 have
the NP1 WPS GHA Portal Administrator access. WPS GHA Portal
User Login 1D (User must have a current 1D) User's First and Last
Name NPI(s) the user should have Administrative access to Access
Requests - the Administrator must approve/deny requests for access
to PIl/PHI data within their NPI. Re-Certification - the Administrator
must ensure that all User Accounts under their NPl complete annual
re-certification within 358 days. Maintenance - the Administrator is
responsible for maintaining user currency within their NPl as it
applies to WPS GHA Portal User accounts. Add a new user account
for new employee Remove location access for terminated employee
Adding/removing NP location access per User Modifying user
access level (Standard, Eligibility only) Profile updates Password
reset Clear Secret Questions and Answers Reactivate disabled user
accounts The NP Administrator is also responsible for completing
thorough user review every 90 days to assure all active accounts are
in compliance. The NP1 Administrator's user review shall include the
following steps: Verifying all active user accounts listed for each of
the NPI's he/she administers has appropriate Portal role access
(Standard or Eligibility Only) and correcting if necessary. Verifying all
active user accounts are current employees or members of the NP
organization and that the user should still have access to the WPS
GHA Portal, If a user i3 no lenger emploved for the associated NP,
removing the NPI location access immediately. Do not disable the
account as the user may have access to NPI's that you are not
affiliated with. Inactivity - the Administrator must be aware that
inactive User Accounts will automatically age off of the WPS GHA
Portal and become disabled, An NPI Administrator has the ability to
reactivate the account. Once access is disabled, a user must contact
their NP1 Administrator to request their account be reactivated. Note:
Only accounts disabled after 04/17/2019 can be reactivated.
Accounts that have been disabled for more than 1 year from their
disabled date cannot be reactivated. If you decline, this form will be
canceled and you will be redirected to your dashboard.

Confirm Financial Access to NPI

I accept the role according to the WPS Government Health
Administrator Portal Administrator Role Repsonsibilites

DECLINE ACCEPT
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Step 2: After accepting the role, you must confirm you have access to recent financial (claim)
data for that NPI (service location). You must be able to provide information that would appear
on a remittance advice issued within the last 30 days.
e Select one of the three tabs to verify your access to the service location.
o Enter the required data of your choosing (Patient Lookup, Medicare Check Number or
Medicare Claim Number), then select “Next.”

Section 2: Financial Access to NPI

@ Confirm Financial Access to Service Location (NPI)

Select one of the following:
() Patient Lookup
I’::,- Medicare Check Number

{0 Medicare Claim Mumber

SUBMIT

Becoming an Administrator When You Already Have Standard or Eligibility Access to the
NPI

Users with Standard or Eligibility access to an NPI may need to assume the role of NPI
Administrator. This most often occurs when a current administrator changes jobs or otherwise
can no longer perform the duties of the NPl Administrator. The process for becoming an NPI
Administrator for an NPI to which you already have access differs depending on the number of
current NPI Administrators.

Becoming an Administrator When There Are Fewer than Five Current NPl Administrators
If you already have Standard or Eligibility access to the NPI for you want to become the
administrator, you must first remove your access to the NPI. As soon as you remove your
access, you can immediately request access to the NPI again. This is the only way to trigger the
self-registration process to become an NPI Administrator.

Follow these steps to remove your access and request administrator access:

Step 1: Log into your account and navigate to the My Service Locations page within My Profile.

|'|.'|.]' F'IIJFI|IE 09 gek W Cancel m
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Step 2: Locate the NPI to which you will be requesting administrative access. Click the Delete
icon next to that NPI.

&'1.'!' F"mfljﬁ B2 Back | | % casces m

@ My Primary Service Location (NPI)

Habisnal Previded (WP Practice Kase Addiewi Ascoid Type: NP1 Ade

NP1 Tool T i mpupens [10 v < [E)

Showirsg 1-1 of | recoeds. Totad 433

Step 3: Click “Yes, Delete NPI” to remove your access to the NPI.

Are you Sure?

Are you Sure you want to delete NPI?

YES, DELETE NPI

NOTE: If you inadvertently click the Delete icon next to the wrong NPI, you may click “Cancel”
to be taken back to the table of Service Locations.

Step 4: After removing your access to the NPI, you will see a confirmation message. Click the
“‘Done” button to be taken back to the My Profile Dashboard.

Step 5: To request NPI Administrator access to the NPI that was just removed, click the
Request NPI Access button. Enter your NPI, PTAN, and TIN information and select “Yes” to
request Admin Access. Then click the Request button.

Mjl P.r?ﬂle - |gg ack | W Cancel

@ Request NPl Access

Requeést Admin AccassT®

@ &L l:__:l Ho

REQUEST
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Step 6: If the NPI has fewer than five administrators, the portal will offer you to option to accept
the role of the NPI Administrator. Follow the instructions above in the “Accepting the Role of
Administrator When Requesting Access to another NPI” section to complete your self-
registration.

NOTE: If the portal does NOT offer you the option to accept the administrator role, it means the
NPI already has five or more administrators, and you will not be able to self-register as a new
administrator. Continue on to request Standard or Eligibility access to the NPI. Once a current
administrator grants your access, follow the instructions below to request administrative access
when there are five or more current administrators.

Becoming an Administrator When There Are Five or More Current NPl Administrators

If the NPI currently has five or more administrators, a current NPI must send a Secure Message
to our Customer Service staff requesting your level of access be changed to NPl Administrator.
The portal does not offer an option to self-register as an NPI Administrator if there are already
five or more NPI Administrators.

Step 1: Contact a current NPl Administrator for the NPI to let them know you would like
administrative access. If you do not know who the administrators are for the NPI, see Locating
Your NPI Administrator for instructions on identifying an administrator.

Step 2: Ask the current NPI Administrator to send a Secure Message to Customer
Service requesting a change to your level of access. The message must contain:

e Your user login ID

e Your first and last name

o Alist of the NPIs to which you should have administrative access

Step 3: Allow up to 45 business days for Customer Service to process the request, though most
requests are processed in significantly less time.

NOTE: Please be sure the NPl Administrator requesting the change to your level of access is
an administrator for every NPI listed in the request. Our Customer Service staff cannot change
your level of access if the request is submitted by an individual who is not currently an NPI
Administrator for that NPI
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NPI Administrator Responsibilities

Anyone who accepts the role of NPl Administrator for their NPI agrees to perform certain
functions on behalf of their NPI group or facility. NPl Administrators not only facilitate access to
the portal for the other users in their group, but also ensure those users abide by the portal
General Terms of Use and Transactional Terms and Conditions.

When registering as an NPl Administrator, you agree to be responsible for the following
functions for your NPI group:

Access Requests

An NPI Administrator must approve or deny requests for access to protected data within the
portal for their NPI.

Account Reactivation and Self-Reactivation

An NPI Administrator is responsible for reactivating other users’ portal accounts if the account
becomes disabled. An NPI Administrator is also responsible for reactivating their own account if
it is disabled. This only applies to accounts that have been disabled for less than one year.

Account Review

An NPI Administrator is responsible for completing a thorough user review every 90 days to
assure all active accounts are in compliance. The NPI Administrator’s user review shall include
the following steps:

e Verifying all active user accounts under the NPI(s) are held by current employees or
contractors with the NPI organization and confirming those users should still have
access to the portal under the NPI(s).

o If a useris no longer associated with an NPI, the NPI Administrator must remove
the user’s access to the NPI location access immediately. Do not disable the
user’s account as the user may have valid access to the portal under other NPIs
you do not administer.

o Verifying all active users have the appropriate level of portal access and correcting it, if
necessary.

Identity Proofing

The NPI Administrator must verify the identity of all portal user account registrants under their
NPI using a government-issued identification document containing a photograph (e.g., driver
license, passport, state ID card, etc.)

Recertification

The NPI Administrator should remind users under their NPI to complete annual recertification
within 358 days of their previous certification/recertification.
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Requesting Additional NPl Administrators (When the NPI Already Has Five or More
Administrators)

If an organization determines it needs more than five NPI Administrators to manage its portal
users, one of the existing NPI Administrators must request access for any additional NPI
Administrators by sending a message to Customer Service under the Practice card in the portal.

The request must include the following:

e The new administrator’s User Login ID (The new administrator must already have an
active user account.)

e The user’s first and last names

e The NPI(s) to which the user should have administrative access (The new administrator
must already have Standard or Eligibility access to the NPI(s). The NPl Administrator
making the request must be the administrator for all NPIs in the request.)

¢ A statement indicating you would like the user to have NPI Administrator access.

Please allow up to 45 business days for the request to be completed.
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Practice

My Profile

The My Profile page allows you to review and update your profile information, such as your
personal information (name, work address, telephone number, email, etc.) or your billing
provider credentials. You can also find the next recertification date for your account access.

P——
My Profile & e || B vons
Chackrigamung | |

o Your access will gxpire on July 1, 2025
Pleate recertily your SCCount Befang hal date 1o prévent your SSo0unl (hafm Deing dtabhed

RECERTIFY MY ACCOUNT =

T you getect Suspicious Login Activity, report Suspicious scthily al Report Security Incident

@ My Servion Locations i Change My Password B Muhi Factor Authentication @ Roecertify
Q Reguesi NP Aroess B Change My Security DLAS Q Disckout NP1 L] & Dizable My Account

(&) My Personal information

Usasr Login: Work Address Localion Mamae: Namé Tip Code: 53535

First Name: ‘Woek Address Line 1: 123 Main Work Telephone Number:
Last Mamae: Work Address Ling 2 Emaiil Address:

Middle Initial: City: Madison Next Recertification Dabe:
Suffia: Stabe: W

My Billing Provider Credentials

Matiomal Prowider ientifier (NP1): Tax ldentification Mumber (TIN; Pravider Mams;
Prosnder Transachon Humber [PTAN):

= My Quick Links

In addition, the My Profile Actions buttons allow you to make additional changes related to your
account.
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MFA (Multi-factor Authentication)

P—
rh'ly Praofile & &in || B vone
satbard | )
¥ 1l expi July 1, 2025
o it RECERTIFY MY ACCOUNT -+

Please recertily your account befone that date 1o prevent your Sooount fnom Deing disabled

[ you getect Suspicious Login Activity, report suspecious activity al Report Security Incident

& My Serioe Locations n Change My Passwand B Muhi Factor Authentication @ Recertily
@ Request NP1 Access B Change My Security QRAS 9 Biackout NP1 . ‘& Disable My Account

Click the MFA button to review your contact information for Multi-Factor Authentication. You can
update the telephone number or email address you use to receive your MFA codes, or you can
set up or unlink Google Authenticator.

NOTE: Updating your contact information on your My Profile page does not update your email
address or phone number for MFA. You must use the MFA button to update your email address
or phone number for your MFA codes.

o S e | [

. *

Madify Email Modify Tebephone Set Up Google Authenticator
E-l' oo i Th eimdell SOOrEES yOU RV "-"!-...": E\-" o '.'!"":"-':'-"-:-.."'-.-:"-u..:r..::l." ‘:'I' Il o aighe Amanhiatar o ot erabhed
e, _'_'_F':"" DRIt Tolink your sccount, click the Button below
Rl Afcioons R — LINK GOOGLE AUTHENTICATOR

Change My Password

:"'YP":"F"E # Edin | B oone |
g et !
¥ n i July 1, 2025
[ Wdcinslnyitsisioltins sk i RECERTIFY MY ACCOUNT -+

Please recertily your account before that date 1o prevent your Sooount Trom Deing desabled

I you detect Suspicious Login Activity, report suspecious activity al Beport Security Incident

& My Servide Locations i Change My Password @ Muhi Factor Authentication
@ Request NP ACccess B Change My Security QRAS @ BEackout NP ‘S, Disable My Account
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Click the “Change My Password” button to change your password. You can update your
password once every 24 hours.

Follow these steps to update your password:

1. Click on the Change My Password button.

2. Enter your current password in the “Current Password” field.

3. Select a new password that meets all password requirements and enter it in the “New
Password” field. See User Login ID and Password Setup and Management for password
requirements. If you prefer, select “Generate Password” to have the portal auto-generate
a new password for you. Please remember the password.

4. Re-enter your new password in the “Confirm Password” field.

5. By default, the portal will mask the information you type. Click the eye icon at the end of
each field to show what you typed.

6. Click the “Save” button to save your new password or “Cancel” to keep your existing
password.

e P

(D The Centers for Medicare & Medicaid Services (CMS) and WPS are committed to pratecting the health information of Medicare beneficiaries. To ensure this level of protection, CM3 security requirements

are that all passwords automatically expire every 60 days, if not changed when prompted.

Change My Password Password Rules

@ =:ssword must be st least 8 charzcters long (no longsr than 20 characters).
Current Password *

(O]
G Password must NOT include User ID. first name. last name and/er full name.
MNew Password *
© The passwerd requires st lesst 1 uppercase A2
pai q PP
Confirm Passward *
® o The password requires at least 1 lowercase a-2.
@ Thepessword requires st lest 1 numeric digit 0.

48) Generate Password
@ Thepessword mustinclude st lezst 1 of the folloving special characters £5 % &

@ Therew password must be st least 4 characters different from the previous

o The rules below will be validated after submitting your new passwaord.
@ e Dictionary Words.
@ st be differen than previous 24 passwords used

o Can only be changed once in 2 24 hour pericd.

NOTE: The red symbols in the black Password Rules box will turn to green check marks when
the criterion is met. However, the portal does not check for dictionary words, previous
passwords, or the time between password changes until you click “Save my Password.” These
rules will not have a green check mark if the criterion is met.

Reset Password [ & Frint l[ Done ]

2

Succossfully reset password
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Change Security Q&As

You are required to change your security questions during your annual recertification period, but
you can also change your security questions at any time by following these steps:
1. Select “Change My Security Q&As”

My Profile
r-?::q: _fE"" |n|:"?"'_

o Your access will expire on July 1, 2025 T —
Please recertify your account before thal date 1o prevent yousr sccount from being disablied

I you Getect Suspicious Login Acthity, réport suspecious acthily al Report Security Incident

@ Aeguest NP Access B Change My Security DRAS @ Blackout NP L3

2. Choose and answer three new questions

‘L Disable My Account

MyProfile

- s _]EE Fack ﬂ
SECLr Y CAsES0onsg

Security Questions

Sawet dupban §

3. Select “Save Changes”

4. After you save the changes, you will see the message, “Successfully saved Security
Questions.”

My Profile

; u Do
Charge Sacurity DusStoes

Successiully saved Suu:il."r Cueslicns
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My Service Locations

N!yrf’r::ﬁle ly’ Edin B oo

o Your sccess will expire on July 1, 2025

RECERTIFY MY ACCOUNT -+

Pléase recertily your Socount Derone thal date 10 prévent your sccount from being disabled

f yoiu detect Susplcious Login Acthvity, report Suspicious acthly al Raport Security Incident

@ My Service Locations & Change My Password B Multi Factor Authentication

You can view, manage, and modify your Service Locations (NPIs) on the My Service Location
page. You can access the My Service Locations page by clicking on the My Service Locations
button under My Profile Actions, or by clicking on the My Service Locations link in the left
navigation menu. For more information, see My Service Locations.

Disable My Account

My Profile ares

k[ n i July 1, 2025
o ‘o access will expare on July 1. RECERTIFY MY ACCOUNT -+

Pleass recertify your sccount Before that date 1o prevent your sccount from Being disabled

{ you detect Suspicious Login Activity, report suspicious activity al Report Security Incident

@ My Senvice Locations & Change My Fassword & Multi Factor Authentication
Request NP1 Access @ Change My Security QlAs
@ B Change My ¥

@ Recertity

If your job changes and you no longer need access to patient eligibility and/or claim information,
you should disable your portal account.
1. Select the “Disable My Account” button
2. Click the “Yes, Disable My Account” button (select “Cancel” to return to your “My Profile”
page).
3. The portal will immediately disable your account and display a message indicating the
account has been disabled successfully.

Ll 88 mak | [ X comen
Are You Sure You Want to Disable Your Account?

3 My Personal Information

Usar Login First Name: Lagt Name:
Email: Tielepheons:

YES, DISABLE MY ACCOUNT
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Combining Multiple Accounts into One Account

WPS strongly urges users to maintain only one user account per person unless there is a
business need to have separate accounts for each NPI. It is easier to remember your password
when you only have one account, and you only need to complete the annual recertification once
a year with a single account.

If you have multiple active accounts that you would like to combine, follow the steps below in the
order indicated below. Since the portal does not permit users to have more than one account for
the same NPI, you may temporarily lose access to all your accounts if you reverse the order of
the steps. (see Portal Security and Loss of Account Access and follow the instructions under
Replicated Accounts to regain portal access in this situation).

To combine multiple accounts into one account:
1. Log into the account you will no longer use and navigate to the My Profile page.
2. Click on the My Service Locations button and make note of all the NPIs listed.
3. Click the Disable My Account button and follow the instructions above to disable your
account. (Repeat steps 1 through 3 for every account you will no longer be using.)
4. Log into the account you are keeping and navigate to the My Profile page.
5. Click on the Request NPI Access button.

1]
[-1-]

My Profile

@ Request NPl Access

REQUEST

6. Click the Request Access button and follow the instructions for requesting access to
each NPI that was listed under your now disabled account(s). NOTE: The NPI
Administrator will need to grant access to the NPI before you can access information
under that NPI.
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My Service Locations

Use My Service Locations to view, manage, and modify your service locations (NPIs), including
performing the following tasks:
¢ Request access to additional NPIs
View your Primary Service Location
Determine which NPIs still require approval by an NPl Administrator (Pending Locations)
Resolve Blackout NPIs by self-registering as a new NPI Administrator
Remove your access to an NPI
Modify your level of access to an NPI (current NPI Administrators only)

NOTE: The practice addresses used in the portal come directly from Medicare’s enroliment
records. You cannot update your group’s practice address in the portal. If you believe your
group’s address is incorrect, log into the Provider Enroliment, Chain, and Owner System
(PECOS) (https://pecos.cms.hhs.gov/) to verify the address on file for your group. (You must be
the Practitioner, the Authorized or Designated Official for the provider organization, or the official
contact person to access PECOS.)

Requesting Access to Additional NPIs
Follow these steps to request access to additional service locations.

1. Click the “My Profile” button under the Practice card.

g Practice

[ My Profile |

[ Users EEI]
l Customer Service ]
l Credit Balance Report ]
[ 835 Enroliment/Change ]

2. Click on the “Request NPI Access” button.

@ Blackout NP ] %, Disable My Account
3. Enter the NPI, PTAN, and TIN of the location you want to access and then click “Request.”
4. Depending on the number of NPl Administrator the NPI already has, the portal may give you

the option of Registering as an NPI Administrator or you may need to wait for an administrator
to approve your access request.


https://pecos.cms.hhs.gov
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o If the NPI currently has no NPl Administrators, the portal will ask you to accept the
role and complete the self-registration process. (NOTE: If you are unwilling or unable to
accept the role of the administrator, your access to the NPI will remain pending until
another person becomes the administrator.)

o If there is currently only one NPl Administrator, you will have the choice to accept or
decline the administrator role.

o If the NPI already has two or more NPl Administrators, the portal will notify them of
your pending request. The current administrators will approve or deny your request and
determine your level of access (Standard or Eligibility).

My Primary Service Location

Your Primary Service Location is generally the NPI you use most often to look up information in
the portal. By default, it is the first NPl you used to register for portal access. If you would like to
change the NPI listed as your Primary Service Location, you may do so by updating your
Provider Billing Credentials on your My Profile page.

Pending Service Locations

If you have any access requests waiting for approval by an NPI Administrator, you can find a list
of them in the Pending Service Locations section. You will only see this section if you have a
pending request.

Please remember that WPS staff cannot grant access to an NPI. If you have any questions
about the status of an access request, contact the NP1 Administrator for the NPI. Click the Find
My Admin button to locate the contact information for each NPI's administrator(s).

My Pending Access Requests | T B i s | 10 B
WP oo Practor Mame Practics Addneas AcSmin

Blackout Service Locations (NPIs)

All Blackout Service Locations are NPIs that do not currently have an NPI Administrator. You
will only see this section if you have Blackout NPlIs.

If you are willing and able to become the NPI Administrator for the blackout NPI, click the icon
under actions to begin the process of Registering as an NPI Administrator.

My Profil o | [x o | [0

i The following Service Locations (NPis) have 8 Blackout Status. This means that they donit hawe an sctive Administratcr on necord. If you want 10 become an
Admiraseratod, chck on the ‘docept Role” button and provide the appropeiate Financial information
Blackout NP1 Results 1) T LRI |
La Fractice Name Adrireu Actona
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My Service Locations

This section shows a list of all the NPIs to which you have access (Note: Each NPI has access
to every PTAN associated to that NPl automatically, there is no need to add each
NPI/PTAN combination for your organization). If you have access to multiple NPIs, you can
click on the column headings to sort the data by that column.

The actions available for each NPI differ depending on your level of access to the NPI. NPI
Administrators can modify their level of access for the NPIs they administer. Standard and
Eligibility users can view their level of access and lookup their NPl Administrators. See below for
details about the information available in each column.

NOTE: In the example below, the user is an NPl Administrator for the first NPl and a Standard

user for the second NPI. The portal displays the appropriate actions available to the user for
each NPI.

M]' F'roﬁl_u.‘ 8BS Back ¥ Cancal m

@ My Primary Service Location (NP)

Miathonal Prowides (MPT): Practice Hame: Adcdress: Access Typss: HP1 Ad

NP Tool T CNSp— T, n 3 »

@ same () s () g & 2 0

- - i}

e ;Y U

[OF 1] O 2 2D

" & o

@ O & & O

®- O M2 0

= O O an o O

® O & 2 0

(B same O H 2 0O
n 2 1 »

NPI Column

If you are the NPI Administrator, you will also have a “Users for Location” icon that allows you to
view and manage the other users registered under the NPI.

Access Type Column

This column shows the type of access you have for each NPI. Depending on your level of
access, you can perform different tasks related to each service location.
o If you have Standard or Eligibility Access, you can locate your NPl Administrator by
clicking the Find-Admin link.
e If you are an NPI Administrator, you have the option to reduce your level of access. Click
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the radio button next to your level of access, and then click “Save” above the
NPIs. NOTE: Once you save your changes, you will not be able to change your level of
access because you are no longer an administrator.)

Actions Column

The Actions column contains a trash can icon for each NPI to allow you to completely remove
your access to that Service Location. If you no longer need access to an NPI, you should
remove your access to ensure you are compliant with HIPAA standards. Click “Save Changes”
to remove your access effective immediately.

NOTE: If you click the Remove button by accident, click “Cancel” to back out without saving the
changes.
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Recetrtification of Portal Users

All users must recertify their accounts annually. Recertification helps to protect patient and
provider data by ensuring those individuals who need access to the data will access it properly
and use the information for legitimate purposes. The process is very similar to the initial
registration process. Users who fail to recertify their accounts by the recertification deadline, or
who do not agree to abide by all the portal’s terms of use will have their accounts deactivated.

Recertification Notification

The portal notifies users they are due for recertification 90 days prior to the deadline to allow
adequate time to complete the recertification steps. The portal notifies users they are within the
recertification window by placing a message on the user’'s My Profile Dashboard. Users will
NOT receive an email notifying them they are due for recertification. This helps to ensure that
only active users have active portal accounts.

Recertification Process

Step 1: Once you are within the recertification window, you can begin the recertification process
by clicking My Profile under the Practice tab on the home page. Then click the Recertify My
Account button.

(NOTE: The date listed is the date on which you will lose access if you do not recertify your

account. You must complete recertification BEFORE the date.)

My Profile & et | | @ Done

Your scoe: Il exping o I
L e L RECERTIFY MY ACCOUNT +

Step 2: Read and accept the transactional and general terms of use located at the bottom of
Section 2.
e To accept the terms of the agreements, you must click the checkbox beside “I have read
and agree to abide by these Terms of Use for Transactional Areas. | understand that
acceptance provides Medicare with an electronic signature.”
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My Profile € Clea Form B3 cancel

Section 1: Terms of Use for Transactional Areas - Transactional A

Amendments 1o Terms of Use

Protected Health Informaticn

Section 2: Terms of Use for Transactional Areas - General ~

Acceptance of the General Terms of Use

Amendments 10 the General Terms of Use

Step 3: Attest that you have completed (or will complete) your company’s annual security
awareness training.

e WPS does not mandate what must be included in your company’s security training, nor
do we offer a security awareness training course. Your company must determine how to
protect itself and your patients from cybersecurity threats (such as phishing) and other
fraudulent activity. The content should provide a basic explanation of the need for
information security and the need for operations security.

e Select “Yes” to confirm you have completed or will be completing annual training.
(NOTE: If you select “No,” the portal will disable your account.)
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Section 3: Annual Security Awareness Training -

Step 4: Enter the provider credentials for any one of the Service Locations (NPIs) to which you
currently have access. Then click the Submit button.

Section 4: Provider Credentials

(D) Mare Informaticn

Step 5: Enter your choice of financial information appearing on a recent remittance advice, and
then click “Submit.” The remittance advice must be no more than 30 days old. You can enter:

e Patient Medicare number and date of service

e Medicare check number

e Medicare claim number

Section 5: Financial Information

@ Confirm Financial Access to Service Location (NP1)

Select one of the fallowing:

() Patient Lookup
(8 Medicare Check Number

() Medicare Claim Mumber

@ Medicare Check Number

SUBMIT

Step 6: Review, update, and confirm your personal information. Ensure all required fields are
complete. The portal will display an error message next to each empty or invalid field if you
attempt to move to the next section.
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Section 6: About You

(D) More Information

m

Step 7: Select and answer three new security questions for your E-Signature Verification, and
then click the Submit button.

Section 7: E-Signature Verification
() More Information
Second Level Security (e-signaturs)®

Ver Login I0C*

Security Questions

Step 8 (NP1 Administrators Only): Recertify and accept the NPl Administrator Role
Responsibilities.
o Verify the listed NPIs and review the Administrator responsibilities.
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o Click the Decline button if you do not wish to accept the NPl Administrator Role for the
NPI(s) listed.

e If you choose to modify your access to any NPI, go to “My Service Locations.” Once this
is done, you will need to complete the recertification process again.

Click the Review button when the NPI Administrator Recertification steps are complete. If there
are no changes to be made, click the Submit button to complete the recertification process. If

any information needs to be corrected, click the Edit button to be taken back to the
recertification form.
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Blackout NPIs

If an NPI has no administrators for more than 30 days, no other users can access information in
the portal using that NPI. These are known as “blackout NPIs.”

The Cause of Blackout NPIs

Every NPI used to access the portal requires at least one person to accept the responsibility for
the administration of the NPI's users. Like Standard and Eligibility users, an NPl Administrator
will lose access to their account if they fail to log in at least once every 30 days, or if they fail to
complete their annual account recertification.

If all administrators for an NPI lose (or remove) their access, the portal moves the NPI into
Blackout status.

When an NPI is in Blackout status, Standard and Eligibility users registered under that NPl may
continue to access information in the portal using the Blackout NP1 for 30 days. This allows time
for the previous NPI Administrator to regain access to their account, or for a new person to self-
register as an administrator. If the Blackout NPl remains without an administrator after 30 days,
all users lose access to the NPI.

Fixing Blackout NPIs

To fix a Blackout NPI, someone who is willing and able to be the NPI Administrator must self-
register as the administrator. The NPI Administrator can be someone who was previously the
administrator, or it can be a new individual.

Accepting the Administrator Role during the Blackout Period

A Blackout button on your My Profile page will display the number of NPIs in Blackout status. If
you are willing to become the administrator for the NP1 and have access to the required financial
information, follow the instruction below to self-register:

Step 1: If the dashboard window indicates there are any Blackout NPlIs, select the “Go to My

Service Locations” link. (You can also access this information by selecting “My Service
Locations” from the left navigation menu.)

My Profile F Dose

Your access will expire on March 28, 2025!
e . . I' S . —r N RECERTIFY MY ACCOUNT +
PIgease rede Y YO & ount DEfore il CARE 10 prévent your Scoount Trom D€ung Qisateed

@ My Service Locations b Change My Password @ Muli Factor Authentication
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Step 2: In the Blackout Service Locations (NPIs) section, you will see a list of the Blackout
NPIs. Scroll to the NPI that does not have an administrator and click on the person icon to edit.

B8 Eack | | X Cancel ] m

My Profile
Blackou MPY(s)

@ The following Service Locations (NPis) have & Blackout Status. This masns that thiey don’t have sn sctive Administrator on record. I you wand ta become sn
Aarrirastrater, click on the Arceps RalE Bution and pravide e sppropriate Financal infarmatian

Blackout NP1 Results (1)

L g

Bramerng 11 50 1 ipbirda
Step 3: Read and accept the Administrator Role Responsibilities.

My Profile
Blecheus 5P| Apsept feie

Section 1: WPS Government Health Administrators Portal Administrator Role Responsibilities

Az a WPS GHA Portal Adrminisirated wou agree o perform the
Following activilles within WPS GHA Portal. Reguesting Addakonal
WP Admindgtratons = 1T theng ané akeady fve Adninidtratons fod an
NP, aive OF the AInisiralors s required [0 nedquest acoess bod
addaional NP Admanisiratons thicugh the Secars Message
furctssnality within the WPS GHA Portal, Please allow up 1o 45
Basinais dayd 167 e requiit 10 be completed, Phidss submit the
Following infarmation: Indicate that you would Mo the user 10 have
the NP1 WPS GHA Podtal Administeator access WPS GHA, Poital
Usier Login 10 (User must have & cument I0) User's First and Last
M HPs) thi user should hive Admini Strstiog 000888 10 Accd s
Requests - the ASRSIEALor Must Spor e dery requests for access
o PIVPHI data within their NP1, Re-Certification - the Administraior
miuesd ensure thad all Pser Accounts under their KPY complete annual
PO Bcation within 358 daye. Mantenanceg - the Adrdnlstislod i4
FeEpoiite 167 Malntining usel cumendy within their NP as R
apples o WPS GHA Portal User socounts, Add & new user scoount
for new emloyes Remave location access for lenminated employes
Addingiemoving HF IRCAtion aooeds piv Liger Modifying e
aooess kvl (Standand, Eligiility enly) Prafile updates Passwond
resed Clear Secrel Dwesbons and Answers Reaclivate diabied uder
aocounts Tha NP Administraior i also respossible for completing
thomough user rirdinw every 50 days 10 assure all active acoownts are
in complance. The MM Adrinistiatons user iediw shall inckede the
Fellowing sieps: Venifying all active user accounts isted Tor each of
the NPT's ha/she sdministars has appropriate Portal role acoess
[(S1andand or Ebgibiity Only) and comecting if necassary, Venifying ol
Bedive Ui BECOUNS BE SUPTENT employeed of mermbers of T NP1
organization and That the user should still have aocess 1o the WPS
GHA Portall If o user ks no lnger emphoyed for the associsted NPy,
ramioning the NP ecaton acoess immediately, Do not disabile the
BOCOUN &8 th user My have socess 10 NPT that you are not
affillated with. Insctivity - the Admenistraton mest be aware thal
Inactive Pser Accounds will sutomatically sge off of the WES GHA,
Porial and bacome disabléd. An NP Administrator Bas the abiity 1o
reBClvEny the soooent Once cosds i disabled, & User Myt Contact
their NPT Adrinistraton 1 request thair aosount be reactivated. Mote:
Onily sccounts dissbled after DASFI201% can be reaciivated
Acoorants that have been disabled for mare than 1 year from their
D At SErnol B Reactivated I wou dechneg, Ehid fene will B
canceled and you will be redirected io your dashboard

Confirm Financial Access to NP1

| mscipt the role soconding ta the WIS Government Health
Administratos Portal Administrator e Repsenibilites

66



WPS SNAP (Secure Net Access Portal) User Manual May 2025

Step 4: In the “Confirm Financial Access to Service Location NPI” section, select one of the
three options for providing financial data.

Section 2: Financial Access to NPI -

@ Confirm Financial Access 1o Service Location (NPI)

Select one of the fallowing:
() Patient Lockup
(®) Medicans Chack Number

(7} Medizare Clasn Humbe:

2 Medicare Check Number

Step 5: After entering the financial data, click “Submit” to become the NPl Administrator. The
NP1 will no longer be in Blackout status, and other users will no longer see the information on
their dashboard.

Accepting the Administrator Role after the Blackout Period Expires

If no one accepts the role of NP1 Administrator during the 30-day Blackout period, all users lose
their access to the NPI.

To regain access, all users need to follow the normal process for requesting access to an NPI
by clicking on the “Request NPI Access” button on the “My Service Locations” page. At least
one user must agree to become the NPl Administrator.

Once the new NPI Administrator completes the self-registration process, they can approve the
other users’ requests for access to the NPI. See My Service Locations for more information
about requesting access to an NPI.

@ My Service Locations @ Change My Password & Multi Factor Authenticaticn ¥ Recertify
@ Reqguest NP1 ACCess B Change My Security QBAS Q Blackout NP ] 2 Disable My Account
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Users

NP1 Administrators have a link to the Users page under the Practice tab on the home page. This
link does not appear for Standard or Eligibility users.

Qi OIS .
B Fractice To, Patient B2 Transactions B Finance 0 Notices
| may Prafite Banefiziary (MBI Lookup) | Prier Autherizations | = Rtfunds 3] Reeittancs Advices
Usars (=] = | Emgeamny | Prios &ulh Exemptions | | Receipts ADR Letters
Cuibomin SErviee E | Claime | m | Crverpayments Dbrrasd Leblers
Credit Balne Repert O] | Medical Documentaties | [ | Pyt Status
835 EvolimentiChange | (&) [ appeats | | &P Hotds

| Appests-Reconsidemtions |

[ acomEAcH |

From the Users page, an NPl Administrator can access most administrative functions including:
¢ View all users the NPI Administrator administers
e Approve new access requests
e Approve registration requests
o View recertifications that are due for users the NPl Admin administers
o Edit a current user’s information or level of access
o Reactivating a user’s disabled account
¢ Unlocking a user’s account

Pending Notifications
If you have any pending access or approval requests that need attention, you will see the

number of requests in red. Click on the radio button beside the request you want to view to
review the notifications and act on the requests.

Users ) 8 Clear | B cance |
Al Ligwrs | Admintgter

(® All Users | Administer (84 O megistration 'r-"r-.'.l.-'.m () Pending Access '-i.--:.:-.-'. () Recenifications Due
() Disabled Users (159) () Inactive Userdgg) () Locked Users i) () Searched Users (0

You can find more information about these functions at:
e Pending Access Requests
¢ Registration Approvals

68



WPS SNAP (Secure Net Access Portal) User Manual May 2025

User Administration Actions

The Users area allows NPI Administrators to perform all other administrative functions other
than processing access or approval requests. NPl Administrators can access these functions by
clicking on one of the following radio buttons:
¢ Reactivate User
Locked Users
Inactive Users
Recertifications Due
Disabled Users
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Locating and Editing User Accounts

NP1 Administrators are responsible for the users under their account. This includes resetting
users’ passwords and secret questions and removing access when a user no longer needs
access to the portal.

Locating a User’s Account

Step 1: NPI Administrators can locate the account of a user they administer by clicking on the
Users button under the Practice card.

g Practice

[ My Profile ]
Users m
Customer Service

[ Credit Balance Report ]

[ 835 Enrollment/Change ]

Step 2: You can search by any of the fields in the search criteria or select the radio dial or “All
Users | Administer.” The results will display in alphabetical order. You can also click on a letter
to bring up only users by that letter.

s (=) (=) =X

[©]w - O Recuesto) O Pending A @ O o
O Disabie . C/ ors n O n «\D aarch o
A B C D F G H J L M NOUP QR R ST UV W Y
$ Il A a

[ ]
[ J ]
[ J ]
[ J{ ]
| ]
[ J

,__.,_,,_._,,_
(— S S SN

pr— ge— — g—

(R SR SRR L SR SR L G-
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Updating a User’s Information

Step 1: After locating the user’s account, click on the user name. You will enter the Edit User
page where you can update the user’s personal information, update their service locations
(NPIs), and reset their password or security Q&As (i.e., secret questions and answers). Use the
appropriate buttons to access the password, security questions, and NPI functions.

If you need to make changes to the user’s personal information, update the information in the
Personal Information section and click the Review and then Save to make the update.

Resetting a User’s Password

One of the most common tasks an NPl Administrator will need to perform is resetting user’'s
password. NPl Administrators are the only users who can reset a Standard or Eligibility user’s
password if they get locked out of the portal due to too many failed login attempts. WPS
Customer Service cannot reset passwords for Standard and Eligibility users.

Step 1: To reset a user’s password, click the Reset Password button. A confirmation pop-up will
appear confirming that you want to perform the action.

Usérs [Jlﬂ Bk | W Canis |
Are You Sure You Wanl to Reset Password for user?

User Login 1D

YES, RESET PASSWORD

Step 2: After clicking “Yes, Reset Password” you will get a message that the password has
been successfully reset. The user will get an email with a temporary password.
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Resetting a User’s Security Q&As

Users rarely need to answer their Security Q&As (sometimes called the secret questions and
answers) when using the portal. In some cases, a user may forget their questions and answers
(or the format of their answers) when the portal does require the additional layer of security. NPI
Administrators can clear the questions and answers for Standard and Eligibility users to allow
them to access their account. The user will then select new questions and answers once they
can access their account.

Step 1: To reset a user’s security Q&As, select the Reset Security Questions button. A
confirmation pop-up will appear confirming that you want to perform the action.

Users 29w W canesl
Are You Sure You Want to Reset Security Questions for user?

Ussier Logi 1D

YES, RESET SECURITY QUESTIONS

Step 2: After clicking “Yes, Reset Security Questions” you will get a message that they were
successfully rest.

Reset Security Questions & o | [ B vone ]

%

Successtully reiel Securily Queslions
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Updating a User’s Service Locations (NPIs)

NP1 Administrators are responsible for determining the level of access Standard or Eligibility
user should have to portal based on their job duties. NPl Administrators are also responsible for
removing a user’'s access to an NPI if they no longer need it due to a change in job duties or
termination of employment.

The Edit Service Locations page will display all of the NPIs that the user already has access to
and any other NPlIs that you are the Administrator for that you want to give them access to. Use
the Service Locations button to make changes to a user’s NPI access.

U5’El5 — [EE Back l I W Camcel

Personal Information

User Login ID:
Current Locations ‘f o — T n
[hs] Praction Mame Practios Address hrivess Type
@it Qo )
Shepuming 11 of 1 pecard
Additicnal Locations r- B pee———— _ — (— W - ' z|[3][a p
Ottt sty
Oyveted ) ety (o
Oyretes ) et O
Orreset Q) vsten
Cymwaet () voren
Cymeaes Qoeeen
Oymwdet Qmeeen
Qewawe Qoaten O
Qrwaes Qoaten O
Shaming 118 61 38 n SN s

Step 1: On the User Service Location screen, you can select what level of access the user
should have for each NPI listed by selecting the appropriate radio button on the NPI line or by
clicking the No Access if the user should have no access to the NPI. If the user has access to
multiple NPIs, and you need to make the same change to all of them, you can use the radio
buttons above the list of NPIs to make the same change to all of them at once. Click the Save
Changes button to confirm your update. A message that the NPI access levels were
successfully updated will display.
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Disabled Users

NP1 Administrators are responsible for the users under their account. This includes activating
users that are in a Disabled status.

Disabled Users

Step 1: On the Homepage, click on the Users button under the Practice card.

g Practice

[ My Profile ]

I Users El I
Customer Service

[ Credit Balance Report ]

[ 835 Enrollment/Change ]

Users — All Users | Administer

Step 2: Once on the Users - All Users | Administer page, click on the radio dial for Disabled
Users. All users that you are the NPl Administrator for that have been disabled will display in the
results.

Step 3: Find that User that you need to reactivate and click on the lock icon under the Actions
column.

e o - | [

— ¥ etk RIDIOIO
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Step 4: The Users — Reactivate page will display with the user’s information. After verifying this
is the account you want to reactivate, click the Confirm button.

Users

Confirm Account Activation

Uiai Loges 1D
First Mame
Last Nams

wma|

Step 5: The NPI Administrator will see the message below and can print the page or click Done
to exit the reactivation feature.

Reactivate User

o

Sutceselully rmactivaied uter

NOTE: The reactivated user’s password will automatically be reset upon reactivation.

Both the NPI Administrator and the reactivated user will receive an email confirming the account
reactivation.
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Account Reactivation

An NPI Administrator can reactivate a user’s account (including their own account) if the
account has been disabled for less than one year. User accounts deactivated for a year or more
cannot be reactivated. If an account cannot be reactivated, the user can register for a new
account.

WPS staff cannot reactivate user accounts.

Reactivating Standard and Eligibility Accounts

Step 1: Log into your account and select Users under the Practice card.

g Practice

My Profile
Users 24 ]

l Customer Service I

[ Credit Balance Report ]

[ 835 Enroliment/Change ]

Step 2: Click on the Disabled Users dial on the Users — All Users | Administer page. This will
display all users the Administrator is responsible for that have been disabled. You can either
search or filter the results by entering the Login ID in the filter box.

Users & Clear Cancel m
shbed User

() AN ysers | Administer (158) () Registration RequestdEe) () Pending Access Requests | () mecertifications Due
[@ Disabled Users (46 ] ) Inactive Users O Locked vsers B (O searched Users (38
Results (58] T o prpage | 10 v n 2 >
LognE J—— — [ [r—— [
+aniel . £&)
thzie 2204 [o]
[} asies 1 £E)
E HRLiED £&)
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Step 3: Once you find the disabled user, click on the icon under Actions to reactivate the
account.

st [5)
i nlnd 0152004 i3y
1 [o4aies b T IS2I £w)

Step 4: Click “Confirm” on the confirmation pop-up box. You can also click back to be taken
back to the search results or Cancel to go back to the Home page.

Users B8 gack | | 3 Cancel m
Reactivate User

AS an admenistrator, you can reactivate a disabled user. You and the user will receive an
email confirming that the account was reactivated. User accounts must be reactivated
withiin gne yéar of desctivation

Confirm Account Activation

User Login ID;
First Mame:
Last Hame:
email:

Step 5: The NPI Administrator will see the message below.

Reactivate User | B pint | | [

&

Successfully neactivated user

Step 6: Both the NPl Administrator and the reactivated user will receive an email confirming the
account reactivation. The user will also receive a password reset email.

Reactivating an NPl Administrator Account
NPI Administrators can reactivate their own accounts if the account has been disabled for less
than one year. NPl Administrators should follow these steps to reactivate their own disabled
account:
Step 1: On the Login screen, click “Expired NPl Admin Account.”

Topec Cafvter Tools Traaming Center Contact Us EI _ SEARCH

Choose Jurisdiction [ JSMAC PartA > J5 MAC Part B JBMAC PartA > JBMAC PartB »

GOVERNMENT
WPS | ki oo —-m

ADMINISTRATORS
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Step 2: Enter the following information and click Submit (NOTE: This information must match
what is on your account):

e UserLogin ID

o Date of Birth

e Select one of your Secret Questions from the drop down

e Secret Answer

e NPI for the financial data

e Financial Data for one of the tabs; Patient Lookup, Medicare Check # or Medicare Claim

# that matches the NPI you entered

Administrator - Self Reactivation

Your account has been disabled. As an Administrator you can reactivate your own account by
completing the below information. Enter your account information: User Login 10, Your Date of
Birth, Choose one of your Secret Questions and the Answer, NPl and one of the 3 options of
Financial Information. This will reactivate your account. You and any other administrator(s) for NP1
that you have access towill receive an email confirming that your account has been reactivated. If
wou have entered all information correcthy, you will get a confirmation email and your account would
have been reactivated.

User Loginid*

rm dd vy |m

Sacret Question ™ -

Secret Answer ”

Financial Information

MP| Service Location™

You have 3 options to provide financial data to verify your access to this Service Location
(NP1

PATIEMT LOCHUP MEDICARECHECK # MEDICARECLAIM £

Using a remit sent to this provider in last 30 days [not dated older than September 7th, 2024)
please enter:

Patient's Medicare Mumber *

mimy/ dd vy = |

Clear Form
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Step 3: Once you enter your information and click Submit, you will see the following pop-up
box.

Check for Confirmation Email

If you do not receive a confirmation email, please verify the information and try again. If the
information provided was valid your account will be reactivated. You and any other
administrators(s) for the NPls that you have access to will receive an email confirming that your
account has been reactivated. Once reactivated you will need to re-certify your account in 1

year.

LOGIN

Step 4: Check your email for confirmation that you reactivated your account.

o If you do not receive an email, it means you entered at least one piece of incorrect data.
You can try to reactivate your account again. If you cannot get it reactivated, you can
create a new account by following the steps in the Registration section of the User
Manual.

NOTE: If you successfully reactivate your account, all other NPI Administrators for that NPI will
receive an email stating that you have access.
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Registration Request Approvals

When a new user registers for an account in the portal, an NPl Administrator must approve the
registration request before the new user can access any protected information.

Notification of Pending Registration Requests

The NPI Administrator will see these requests under Users when the radio button beside
Registration Requests is selected.

w
() all Users | Adrminister (84) (@ registration Requests il () Pending Access Requests D) () mecenifications Dus Q)
() Disabled Users (159 ) nactive User 4l () Locked users i () Searched Users (0)

Approving a Pending Registration Request

Step 1: To review the request, click on Users on the Home Page and then select the radio
button beside Registration Requests.

Registrabion Requests

- - e
Lot PT,
W
(O ANUsers | Administer (B4 ® registration fequests (O} Pending Access Requests g (O mecertifications Due
(O Dasabled Users (159 O inactive Usergg () Locked usersiiil (O searched Users (0)
- -
Results (3) T e g .
L Login Rrgermrans hama Recpare Duir Errll Rl e At

thoming 1-1 af 3 reconds

Step 2: Click the Location icon under the Actions column of the user requesting registration
access.
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Step 3: Click the radio button next to the level of access the new user should have for the NPI.
When you’re done, click the Save Changes button.

NOTE: You cannot give a user NPI Administrator access on this page. If the new user should
be an NPI Administrator, follow the applicable instructions in Registering as an NPI
Administrator to get the new user NPl Administrator access.

Step 4: A confirmation page will be displayed stating the registration request was successfully
submitted. Click the Done button to be directed back to the main home page.

Requested NPIs howptrpage [ 2 ¥ n

Reegiztened NP1 PTAN Accers Type

Showing 1-1 6f 1 reconds

| cancel | SAVE CHANGES
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Inactive Users

NP1 Administrators are responsible for the users under their account. This includes activating
users that are in an Inactive status.

Inactive Users

Step 1: Click the Users button under the Practice card on the home page.

g Practice

[ My Profile ‘
[ Customer Service ‘
[ Credit Balance Report ‘

[ 835 Enrollment/Change ‘

Step 2: If there are any Inactive users that you administer, there will be a number alert next to
the Inactive Users radio button. The Administrator will click on the Inactive Users tab and the
page will expand with the User Login IDs that are inactive.

Step 3: Click on the pencil icon for the User Login ID.

() Al Users | Administer (190) () Registration Requesisfl) (O Pending Access Requests (O Recertifications Due |
(O Disabled Users (48) Ing.;:r.-p Users B O Locked Users @ (O Searched Users (0)
frow L -
Results (2) T B h
s Lirve Slalu n e gt tfon
HF1 Admin nactio 07152024 08-2
Sandard nactig 07102024 08222024 f
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Step 4: Click on the Reset Password button. The user will receive a temporary password email
and their account will be reset to Active.

E'SBIS I Service Lecations | I Resel Security Questions II Rese? Password ”EE Back | I X cancel | m
EdR User

Wisar Login D Work A0dress Location Nams *

Firsl Hame " M Lt Marme " Suffix ® Work Aadress Ling 1"

£  Billing Provider Credentials

Hations Provider ioectfar (K1) Tax igenaification Mumbe (TIN)

Proviaes Mame * Prowide TERBBCEON Nambe (PTAN)
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Pending Access Requests

When an existing user requests access to additional NPI locations in the portal, an NPI
Administrator must approve the access request before the user can access any protected
information under that NPI.

Notification of Pending Access Requests

The NPI Administrator can find the pending access requests by clicking on the Users button
under the Practice card.

g Practice

[ My Profile l

[ Customer Service l
[ Credit Balance Report l
[ 835 Enroliment/Change l

The NPI Administrator will also see this message on their User Administration page if there is a
pending registration approval:

Users
AN Ugsses | Ackraniat [ = =" fancel
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Approving Pending Access Requests

Step 1: To review the request, click on Pending Access Requests radio dial on the Users — All
Users | Administer page.

Step 2: Click on the Pencil icon under the Actions column to see new user requests to access.

() Al Users | Adrvinister (193) ) Reqistration ReguestsgR I (®) Pending Access Requests | I () Recertifications Due g
(O Disabled Users (48) ) Inactive Users | () Locked Users|f) (O searched Users (0

B o i 1w
Resulls (1) T A n

Step 3: Click the location icon under the Actions column next to assign the level of access the
user should have for each NPI. Or, if the user has multiple NPI requests and should have the
same access for all NPIs, select the appropriate radio button next to “Change all NPIs to.” Click
the Save Changes button when you’re finished.

U r 10w n
Requested NPIs vk par page
Reguest WP Practice Mame Practce Addreis Acceas Type
O sws Qo Qe
Showing 1-1 of 1 records

Cancael

NOTE: You cannot give a user NPI Administrator access on this page. If the user should be an
NP1 Administrator, follow the applicable instructions in Registering as an NPI Administrator to
get the user NPl Administrator access.

Step 4: Review the changes in the confirmation message for accuracy, and then click the Save
Changes button to complete the update. You will see a message stating, “Successfully
submitted response to pending request” if the approval is successful.

Pending Requests & P & oone

o

SuccessTully submitied response to pending reguest
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Locked Users

NPI Administrators are responsible for the users under their account. This includes unlocking
user accounts when they become locked due to too many failed attempts to log in.

Locked Users

Step 1: Click the Users button under the Practice card on the home page.

g Practice

[ My Profile ‘

[ Customer Service ‘
[ Credit Balance Report ‘
[ 835 Enrollment/Change ‘

Step 2: If there are any Locked users that you administer, there will be a number alert next to
the Locked Users radio button. The Administrator will click on the Locked Users radio button
and the page will expand with the User Login IDs that are locked. Click on the lock icon for the
User Login ID.

Remubta (1] ¥ EE— -
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Step 3: Click on the “Yes, Reset Password” button.

Are You Sure You Want to Reset Password for user?

User Login ID;

YES, RESET PASSWORD

Step 4: You will receive a “Successfully reset password” message. The user will be sent a
temporary password reset email.

Reset Password | & Frint | | Done

o

Successfully reset password
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Recertifications Due

NP1 Administrators are responsible for the users under their account. This includes assisting
users in the recertification process.

Recertifications Due

From Users, click the radio button beside Recertifications Due. The table with the users that are
due for Recertification will appear.

|

() All Users | Administes (193 (D) Registratian RequesisgR (D) Pending Access Requests ) ® Recertifications Due g
(8] A 'n_:' o s | 'n_-:' o L}
Results (2) T Fogewrs i paga: | 10w "
Logan 10 Aorem Ll [T Arcemn B et Bemonn
A 7 @
L Tl d”‘

The Administrator cannot do the recertification but can provide the user with information needed
to complete it.
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Adding a New User by the NPl Administrator

NP1 Administrators can create accounts for new users. When the NPI Administrator creates a
new account, they set up the account with minimal information and grant the new user access to
their NPI(s). The portal then sends the new user a temporary password, which they use to set
up their account, password, and secret questions.

To create an account for a new user, begin by navigating to the Practice card.

g Practice

My Profile
Users 8

Customer Service

Credit Balance Report

BEHE

835 Enrollment/Change

Step 1: Click on the ‘+’ next to the User button.

g Practice

My Profile
Users 5

Customer Service

Credit Balance Report

B E I

835 Enroliment/Change
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Step 2: Create the new user’s User Login ID. As the NPl Administrator, you are also
responsible for confirming the identity of the new user (identity proofing) using a government-
issued identification document containing a photograph (e.g., driver license, passport, state ID
card, etc.). Do not create an account for anyone whose identity you have not confirmed.

@ Users ] Clear Form E Camgul

| oaqgin 'I""I"'I-s'. on

Yie have performed identity proofing

Step 3: Enter the new user’s name, telephone number, and email address. Make sure the

user’'s email address is correct so they can receive the email with the instructions for finishing
the account setup.

Personal Information

First Name: * i Last Mame: * Fr
Telephone Number: * Ext

Email &ddress: *

Confirmation Email Address:

Step 4: Enter the new user’s billing provider credentials. You must select an NPI from the
dropdown list and enter the corresponding PTAN, TIN, and provider name.

Billing Provider Credentials

Step 5: Select the service locations (NPIs) you want the new user to be able to access. The
portal will automatically select the NP1 you listed as the new user’s billing credentials, but you
can grant the user access to any additional NPIs that you also administer. You can use the filter
box to easily find other NPIs that you administer. You will also need to select the level of access
the user should have for each NPI by selecting either the Eligibility or Standard radio button next
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to the NPI. You can also change all NPIs to the same level of access by selecting the
appropriate radio button above the list of NPlIs.

If the new user needs access to additional NPIs that you do NOT administer, they can request
access to those NPIs once they set up their account.

Step 6: Click the Review button to verify the information that you have entered.

Service Locations

Service Locations T e . n

m e 1Y ey e Koo |

|—’ﬂ S m

Step 7: Click the Submit button to create the account. The new user will receive an email with a
temporary (single use) password that allows them to finish setting up their account. The new
user will need to use the temporary password to set up the account within 21 days or the
account will be deleted.

" Login Information -
& e
Personal Information -
A33enh
E "
Billing Provider Credentials #
Sarvi Lititias (NP
-
Service Locations
T -

Sarvice Locations
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Customer Service
Steps to Submit a Customer Service Inquiry
You can send an inquiry to the Customer Service department by following these steps:

Step 1: To send a message to Customer Service click on the + button under Practice.

g Practice

| My Profile ]

= @
[ customer service |
| Credit Balance Report |

[ 835 Enroliment/Change l

Step 2: The Customer Service message form will appear.

@ Customer Service 3 Clear Form | B cancel |

ervice Location (MF1): Regsvant Name Regustrant Ema

Proveger Tinsacton Access Mumber (FTAN)

@ oo |
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Step 3: Select the applicable NPI/PTAN combination from the drop-down box (your name and
email address will be pre-populated).

Step 4: Complete the following fields (PTAN will pre-populate from Step 3 above) and click the
Review button to review the details of your inquiry:

[ﬂ feartom |

Step 5: If you are satisfied with your inquiry, click the Submit button to submit your inquiry to
Customer Service. Click the Edit button if you would like to make any corrections.

© Customer Service | # edit | | B cancel |

Please review the infoemation below for sccuracy and completeness. If you need 1o make comections, use the edit bumion
below

el -
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Step 6: Once you submit your inquiry, you will see a confirmation message with the details of
your inquiry. You will also see the Tracking Number assigned to your message.

Click the Done button to exit the confirmation message, click Print to print the confirmation
message, or click Start Another to submit another Customer Service inquiry.

Customer Service & Frint # Start Another Pone
Submiited . b

@

Message Successfully Sent.

Tracking No: rD

B Creale Message Respoerse Dotails
Laegin I0x | Service Lotation (HPT) Saitemiitled N
Provider Trandaction Access Mumbel (PTAN): Clierl Slatas: Sen Suibsmitler Email:
Tax identification Numbses (TIH): CBR Status: Receive: Suibmitier Phone:
Stale MO Subwnitted Dale: 20740912 Case 8
Medicane Plan Code: B Shatus Dade: Typa: Tecrrics
Closed:
Message Subject: 1en
Message Body: rea

Customer Service Inquiry Submission Guidelines

Our Customer Service staff must follow the same rules regarding the release of information for
messages sent through the Message Center as they do for telephone calls. This means:
e You must provide your NPI, Provider Transaction Access Number (PTAN) and the
last five digits of your Tax ID (TIN) when submitting your inquiry.
o Our staff is not permitted to release claim status or eligibility information if the
information is available in the portal or the Interactive Voice Response (IVR) system.
e CMS allows Medicare contractors up to 45 business days to respond to written
inquiries, including inquiries submitted through the portal.

To help us respond to your inquiry as quickly as possible, please complete all fields accurately
and provide as much detail as possible in your inquiry.

Customer Service Portal Question Types
When submitting your question, you will need to select the type of question (technical or non-
technical) that you are submitting. This helps us route your question to the appropriate staff to
assist you.

o Technical questions pertain directly to the use or functionality of the portal, including

questions about:
o Adding or removing service locations
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o Adding or removing users’ portal access
o Site navigation
o Requesting administrative access for a third (or subsequent) NPl Administrator
(Current NPl Administrators only)
¢ Non-Technical questions involve any issue other than use of functionality of the portal,
including:
o Policy questions or clarification
o Claim submission questions
o Claim payment or denial explanations

If your question is claim-specific or patient-specific, you must include the following details in the
description field:

e Patient’s name

o Patient’s Medicare Beneficiary Identifier (MBI)

o Date of service (for claim-specific questions)

o Patient’s date of birth (for patient-specific (eligibility) questions)

NOTE: The portal does not allow for special formatting in messages. Please avoid creating

tables or using special characters in the description field as it can make your message difficult
to understand.
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Credit Balance Report
Steps to Submit a Credit Balance Report

Step 1: Under the Practice heading, click on the + next to the Credit Balance Button.

g Practice

[ My Profile l

[ Users l
[ Customer Service l
[ Credit Balance Report l

[ 835 Enrollment/Change l

Step 2: The Credit Balance Report — Create New Message page will open.

Step 3: Select the appropriate NPI/PTAN from the Service Location (NPI) dropdown. The
Registrant name and email address will be pre-populated. Enter the Provider name.

@ Credit Balance Report
Create New Credit Balance Report - Part A NPIs Only
@ As of December 1, 2024, providers are not required to submit Credit Balance Reports (PDF) (CMS-838) on a quarterly basis if you do not have self identified overpayments. You are required to report
self-identified overpayments, which you may use the Credit Balance Report or Overpayment Notification/Refund Form.
Part A Service Location (NP1) *
Registrant Name *
Registrant Email

Provider *

The Credit Balance feature is only available for Part A providers. If you select a Part B NPI, you
will receive the above message.

“The CMS 838/Credit Balance Form is only applicable to Part A NPIs. Please select a Part
A NPI to continue.”
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Step 4: Enter the Name and Title of Provider Officer/Administrator. When submitting the credit
balance report, the contact information will populate with what is on the user's My Profile page.
If it should be someone else, enter the contact information in the appropriate fields.

As of December 1, 2024, providers are not required to submit Credit Balance Reports (PDF) (CMS-838) on a quarterly basis if you do not have self

@ identified overpayments.
You are required to report self-identified overpayments, which you may use the Credit Balance Report or Overpayment Notification/Refund Form.

Contact Information

Mame of Provider Officer or Administrator: *

Title of Provider Officer or Administrator: *

Contact First Mame:(If not specified, will use the First Mame from vour portal account) *
Contact Last Mame:(If not specified, will use the Last Mame from your portal account) *
Contact Phone Mumber:

Contact Phone Extension

Step 5: CMS requires Credit Balance Reports to be submitted within 30 days after the close of
each calendar quarter. As an example, Quarter 4 ends on December 31 so the report cannot be
submitted until January 1. Reports can be submitted for the previous 2 quarters via the portal. If
submitting a report older than this, submit the report to

the Financial.Reporting.Inquiry@wpsic.com email address. You can also fax your report to 608-
223-7560.

Fiscal Quarter

Fiscal Quarter *
Please select an option... -

Select the Fiscal Quarter End period based on the CMS Credit Balance Report Due Dates.

Quarter Ending Due Date
March 31 April 30
June 30 July 30
September 30 October 30
December 31 January 30
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Step 6: Select ‘I need to fill out a Credit Balance Report Detail page.’

Choose Credit Report Options
Select One of the Following

O | need to fill out a Credit Balance Report Detail Page

Step 7: To enter up to 30 claims, click on the + Add Line button and the page will expand with
additional fields to complete. Once all required information is entered, click + Save. If you have
more than 30 claims, please enter the claim information on a spreadsheet and attach it using
the Upload Files button

Credit Balance Report Details

Enter a claim into the table below by clicking "Add Line" and filling out the subsequent form. Once the form has been filled
out, click "Save Line". Add all claims with a credit balance, up to 30 claims. If you have more than 30 claims, please enter
claim information into a spreadsheet and attach it under the "Attachments" section of this form.

ADD LINE

Attachments

@ File names cannot be more than 100 characters in length.
@ Accepted File Types: docx, xlsx, gif, jpg, jpeg, tif, tiff, pdf, zip
© Individual file size cannot exceed 100 MB.

0 This web site cannot accept attachments that have password protection, macros, or external links. If any pop-ups
appear when the document is opened, the system will not be able to accept the attachment. Please disable any
settings of this type before attaching.

€Y UPLOAD FILES

Step 8: After clicking Save, the claim line will display. If you need to add more claims, click the +
Add Row.

Credit Balance Report Details

Add Row
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Step 9: Check the box for ‘I HEREBY CERTIFY...

Certification

| HEREBY CERTIFY that | have read the above statements and that |
have examined the accompanying credit balance report for the quarter

C] entered above and that it is a true, correct, and complete statement
prepared from the books and records of the provider in accordance
with applicable Federal laws, regulations and instructions.

Step 10: Complete the Electronic Signature and then click “Review Form.” You will receive a
Confirmation page. If everything is correct, click “Submit.” If changes are needed, click “Clear” to
start over.

Electronic Signature

| understand that acceptance means that | am an individual authorized to submit
and electronically sign this request. Acceptance provides Medicare with an
electronic signature which is as legally binding as a pen and paper signature and
is a requirement of this request.

| agree to submit this request through the WPS SNAP Portal. | will not submit a
duplicate request by telephone, email, mail, or fax.

My electronic signature means that the information is accurate and complete
and that the necessary documnentation to support this request is on file and
available upon request.

O | Agree *

O | Do Not Accept

() NOTICE: Anyone who misrepresents or falsifies essential information
requested by this form may upon conviction be subject to fine or
imprisonment under Federal Law.
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Step 11: The page will refresh and will display with a message indicating “Successfully
Submitted” along with the Tracking Number and the details of the Credit Balance submission.

o

Successfully Submitted!

Thank you for your request. Your request has been submitted and assigned the tracking number shown below

Tracking Number: im
B Details
Tracking Number:
NPI Submitted Date: Login ID:
PTAN: Last Activity Date: Submitter Email:
TIN: Jurisdiction: Submitter Name:
Fiscal Year End: Status: Sent Submitter Phone:

@ Credit Report Selection

(Credit Reporting Selection: . Officer or Admin Name:
Credit Reporting on Provider Name: Officer or Admin Title:
Credit Reporting on Provider PTAN: Contact Person Name:
Fiscal Quarter End: Cont. Person Phone:

B Generated Forms ® & Attachments @
® @
& ___________________________________________________]

[E Message Response(s)

‘Your electronic submission was sent and is being scanned by the system. Once the scan is complete, this form will be loaded by the system and this
message will be moved to Closed state. Our staff will review the submission and contact you if any further information is needed.
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Searching for a Credit Balance Report

Under the Practice heading, click on the Credit Balance Button. The search screen will display
with a listing of all Credit Balance Reports submitted. You can narrow the search by:
Part A NPIs

Tracking No.
Submission from Date
Submission to Date
Status

o Closed

o Received

o Sent
¢« PTAN
Fiscal Year End

You can also filter the results by entering specific data in the Type to Filter Results field.

@ Credit Balance Report Search € Clear | | X Cancel m

Resulls (2384) \ 4 AN ' |E 4 3
Trackan Wit Eamnus PTAMN Feacal Yes Eng e iy Arnons
o 2
Sen
sem 2
Sent R
el
b 2
1 B == ,
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835 Enrollment/Change

Providers can submit an electronic remittance advice (ERA) enrollment application or change
request to the electronic data interchange (EDI) department via the portal. This is also known as
the 835 transaction set or Health Care Claim Payment and Remittance Advice.

Steps to Submit an ERA Enrollment Request or Change

Step 1: To access the form click on the + next to the 835 Enrollment/Change button under
Practice.

g Practice

[ My Profile ]

[ Users l
[ Customer Service l
[ Credit Balance Report l
[ 835 Enroliment/Change l

Step 2: The 835 Enroliment/Change Create New Message form will display. Select the
applicable NPI from the drop-down box if it is not already filled in (Your name and email address
will be pre-populated.) and select EDI from the Category drop-down box to open the message
form.

£ 835 Enrcllment / Change @ cwarform | | B Gancel
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Step 3: Complete all the required fields designated with an asterisk (*) and any optional fields,
as appropriate and click the Review button to review the details of your message:

Provider Information

Provider Name: *

Doing Business As Name (DBA):
Addrass 1:*

Address 2

City: *

State: * Zip Code: *

Provider Identifiers Information

Please select one: *
@ Tax Identification Number (TIN)

Employer Identification Number

O {EIN)

Tax Identification Mumber: *

Trading Partner Id: *
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Provider Contact Information

Provider Contact First Name: *

Provider Contact Last Name: *

Télephonse Numbeér: * Ext
Email Address:

Electronic Remittance Advice Information
Provider Tax ldentification Mumber:

Requested ERA Effective Date: *
mm/ dd/yyyy m}

Electronic Remittance Advice Clearing House Information

Clearinghouse Mame:
Clearinghouse Contact First Mame:

Clearinghouse Contact Last Mame:

Clearinghouse Telephone: Ext

Clearinghouse Email Addrass:
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Step 4: If you are satisfied, click the Submit button to submit your form to our EDI department.
Click the Edit Form button if you would like to make any corrections.

Edit Submit »
=

Step 5: Once you submit your inquiry, you will see a confirmation message with the details of
your inquiry. You will also see the Tracking Number assigned to your message.

Click the Done button to exit the confirmation message, click Print to print the confirmation
message, or click Start Another to submit another Customer Service inquiry.

If you need assistance completing the ERA enrollment/change request, contact the EDI
department for assistance.

835 Enrcliment Change

REHT ETAET ANAOT HEE BonE
Craate e Massagr & d “
Message Successfully Sent
Vi Bl Bernirwt et hink bt receved o foreerded 3 B B0 depertee . W yu b 00y QT Ol SRAORTEG To Aeguerl Seniie cootact RO @ IS INE ot t
HAL R R Nl 0 T3 TER Y e T e MAS
Traciding Mo
B Dews
3 Tasbun! e Lt Actiwity D
FTAM Catbgaly. 53 Jurmdestian 3
™ i Subcategory. 62 e Srarge Subwrrytied Dane:

BB 535 Eswoliment / Change Info

i
{
i
{

@  Genermed Forms

edi-S55-fors-d1 THS MGST1 555 0. pdf

105



WPS SNAP (Secure Net Access Portal) User Manual May 2025

Steps to Search for a Submitted ERA Enroliment Request or Change

Step 1: Click on the 835 Enrollment/Change button under Practice and the search fields will
display.

{2 835 Enrollment / Change

Resulls (0] T Rosspmpags | 10 W

Step 2: You can search for your submission by:
e Tracking No.
e Submission Dates (must have a start and end date)
e Status
o Not Accepted (failed submissions)
o Sent
Service Location NPI
PTAN
My Submission Only

If your search returns multiple results you can also filter the results using the filter box.

Step 3: Results will provide the following:
¢ Tracking Number

Status

PTAN

Last Activity date

Actions
o Displays details of the submission

Print

Back

New Search

Done

O O O O
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Patient

Beneficiary (MBI Lookup)

Providers should obtain their patients’ Medicare billing information directly from their patients.
However, when a patient is unable to give you their Medicare Beneficiary Identifier (MBI), you
can use the MBI Lookup.

The MBI is confidential, personally identifiable information (PIl) about your patient, and you must
protect it like you would any other PIl or protected health information (PHI). You may only use

the MBI for Medicare-related business. The MBI Lookup is protected by reCAPTCHA and
subject to the Google Privacy Policy and Terms of Service.

To use this tool, click the Beneficiary (MBI Lookup) button from the Patient section on the
landing page.

'ﬁ Patient

[ Beneficiary (MBI Lookup) l

| Eigibility ]

Step 1: Select a Service Location (NPI) from the drop-down box to begin search. If you only
have access to one NPI, it will be prepopulated in the box.

Enter the following patient information and click Search:
e Social Security number

First name

Last name

Suffix, if applicable (e.g., Jr., Sr., lll, etc.)

Date of birth
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Step 2: If the data you entered is valid, the portal will supply you with the patient’s MBI. You can
also easily jump to the patient’s Medicare eligibility information by clicking the Check Eligibility
button under the results.

@ MBI Lﬂﬂkup | € Ciear ¥ Cancel m

R =]

@ More Information
(1] MEI Number

B Finalized Claim Summary © check Eligibility K supplementals

e Choose the Print button to print your results.
e Choose the Clear button to clear the results and perform a new search
e Choose the Cancel button to return to the Home page.

Depending on your level of portal access, from the results page, you may also be able to:
Choose the View Claims button to go Claims Search.

Choose the Prior Auths

Choose the Appeals button to search for an Appeal

Choose the Finalized Claim Summary button to view a single Part B claim summary
Choose the Check Eligibility to view a patient’s eligibility

Choose the Supplementals button to view if a patient has Supplemental Insurance

NOTE: If the patient has been deceased for more than 48 months, the portal will display the
message, “Date of Death exceeds four years.”

109



WPS SNAP (Secure Net Access Portal) User Manual May 2025

Eligibility

Eligibility Check allows providers to verify certain information Medicare has on file for Medicare
beneficiaries. This information helps providers bill Medicare correctly. Information is generally
available 24 hours a day but may be temporarily unavailable due to scheduled or unscheduled
maintenance.

Sources of Eligibility Data

The eligibility information available in the portal comes from the HIPAA Eligibility Transaction
System (HETS) 270/271 eligibility transaction. The information available in the portal is the
same information provided by the Interactive Voice Response (IVR). It is important to
understand that while eligibility information is accurate at the time it is given, the information
may change if Medicare (or any of the Federal agencies that supply data to HETS, such as the
Social Security Administration) receives additional information. Although the data from HETS is
updated in real time, the data comes from many different sources that may take up to two
weeks to update. Medicare contractors process claims based on the information on Medicare’s
files at the time the claim is processed.

If you have a question about a patient’s eligibility information, you or the patient should contact
the entity responsible for providing the data to Medicare:

Contact the Social Security Administration (https://www.ssa.gov/) for questions about
Medicare entitlement or benefit dates.

Contact the Benefits Coordination and Recovery Center

(BCRC) (https://www.cms.gov/Medicare/Coordination-of-Benefits-and-
Recovery/Coordination-of-Benefits-and-Recovery-Overview/Contacts/Contacts-page) for
Medicare Secondary Payer (MSP) questions. The BCRC can also assist with some
issues involving Medigap or supplemental insurance (i.e., insurance that pays after
Medicare).

Contact the Medicare Advantage (MA) plan (i.e., Managed Care Organization or
Medicare replacement plan) directly for all questions involving MA plans.

Contact your state’s Medicaid agency for questions about the Qualified Medicare
Beneficiary (QMB) (https://www.cms.gov/Medicare-Medicaid-Coordination/Medicare-
and-Medicaid-Coordination/Medicare-Medicaid-Coordination-Office/QMB) program.
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Accessing Eligibility

You can access Eligibility by clicking on the Eligibility link under the Patient heading.

Jrfl Patient

| Beneficiary (MBI Lookup) ‘

| Eligibility ‘

After clicking the link, select your service location (if it is not already prepopulated) and enter the
following information about your patient:

Medicare number (i.e., the Medicare Beneficiary Identifier (MBI))

First name -OR- Date of birth

Last name

Suffix, if applicable (e.g., Jr., Sr., lll, etc.)

Starting and ending dates of service (DOS)

@ Eligibility Search Q ciesr | | B3 concel m

NOTE: The eligibility information provided corresponds to the starting and ending dates of
service you enter on the search screen. You can search for eligibility information up to four
years in the past or 4 months in the future by changing the dates in the Starting DOS and
Ending DOS fields.

111



WPS SNAP (Secure Net Access Portal) User Manual May 2025

Click the search button to start the search. If any of the information you entered is incorrect, you
will see an error message.

[ & Frint ] [ B view claims ]

ELIGIBILITY FJPPLEI-."ENT_C-.L MNSURAMNCE

® Patient Information

Patient Name: Date of Birth: Date of Death:
Patient Medicare No: Start DOS: End DOS:
Sex: F NPI: Patient

Address;

Mote: Beneficiary insured due to age 0OAS|

If the information you entered is valid, the portal will display the beneficiary’s basic details along
with links to additional eligibility categories.

e The category box is blue if eligibility information is available.

o The category box is gray if no eligibility information is available in that category.

(T} Mare information

Real-time Information Available for:

_ Part A
Summary
¥ Deductible

Part B
Deductible

Prorvgniive Tharapy
Home Health PDP g MOPP
Services Caps

‘ ESRD

You can also clear the search criteria and perform a new search, cancel out of Eligibility, print
your search, or view claims for the beneficiary.

Available Eligibility Information

Use the tabs located below the patient information to see additional eligibility information for
your patient. The tabs highlighted in blue contain additional information for your patient. The
order of the tabs will vary depending on the eligibility information available. The information
available includes:
e Eligibility summary
Part A deductible
Part B deductible
End stage renal disease (ESRD) eligibility
Home health eligibility
Preventive services eligibility
Prescription drug plan (PDP) information
Therapy cap (threshold) information
Medicare Diabetes Prevention Program (MDPP) eligibility
Cognitive Assessment and Care Plan Services (on the Additional Coverage tab)
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Acupuncture eligibility (on the Additional Coverage tab)
Medicare Secondary Payer (MSP) information

Medicare Advantage (MA) plan enrollment

Hospice eligibility

Qualified Medicare Beneficiary (QMB) program eligibility
Part B Immunosuppressant Drug (PBID)

Supplemental insurance information

NOTE: Medicare Diabetes Prevention Program (MDPP) suppliers have limited access to
eligibility information. The data available is limited to the information an MDPP supplier would
need to bill for MDPP services: Part B eligibility date, managed care organization (MCO) data,
Medicare secondary payer (MSP) data, and end-stage renal disease (ESRD) data.

Summary

(D) Mawre infiormaticn

Real-time Information Avallable for:

Part & Part B R
; . ESRD
Deductibia D OUCTilie

The Summary tab provides the following entitiement and benefit information:
e Part A and Part B entitlement dates
o Part A and Part B entitlement reason codes (Hover your mouse over the code to display
the definition of the reason code.)
e Previous Part A and Part B entitlement dates
o Part A and Part B ineligible dates (A beneficiary may have periods of ineligibility during
their Medicare entitiement. The portal will show periods of ineligibility occurring within
your search parameters including not lawfully present; prisoner or in custody of a
federal, state, or local authority; or deported.)
o Part A benefit data:
Lifetime reserve days
Lifetime reserve co-payment amount
Lifetime psychiatric days
Hospital days
Hospital co-payment days and amount
o Skilled nursing facility (SNF) days
o Skilled nursing facility (SNF) co-payment days and amount
o Part B benefit data:
Pulmonary rehabilitation sessions
Blood deductible
Smoking cessation sessions
Cardiac rehabilitation sessions
Intensive cardiac rehabilitation sessions
e Link to a list of procedure codes that require Prior Authorization

Prgvantive Thrapy i
Mame Heallh N PP ~ ¥ MOPERE
SaVICES Caps

O O O O O

O O O O O
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Part A Deductible

(T} Mare information

Real-time Information Available for:

Part B Pravaniive

Deductibe

Part &

Deductible Sorvices

‘ ESRD

Hame Haallh ‘ ‘ ‘ PO®

Thasrapy

Caps

‘ ‘ MOPP ‘

The Part A Deductible tab provides the following information:

Coverage time span (year)
Part A deductible base
Part A deductible remaining

Hospital spell dates (earliest/latest billing date and days remaining) and deductible

remaining
Hospital co-payment amount and days remaining
Hospital stay dates and billing NPI

SNF spell dates (earliest/latest billing date and days remaining) and deductible

remaining
SNF co-payment amount and days remaining
SNF stay dates and billing NPI

Part B Deductible

(1) More information

Real-time Information Avallable for:

Summary

Part &
Daductibhe

Part B Praventive

Servicas

ESRD:

Home Haallh ‘ ‘ ‘ PDP

Thar apy

‘ ‘ MDPP ‘

The Part B Deductible tab provides the following information:

Coverage time span (year)
Part B deductible base
Part B deductible remaining
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Medicare Advantage (MA)

(D Mare nformaticn

Real-time Information Available for:

Part B Pravantive Tharap) )
i ESRD Mame Haalth . PDP - ! MOPPR
Dwchuctibie Servicas Caps

The MA tab provides information about insurance that pays INSTEAD of Medicare. This type of
insurance is known by many names, including Medicare Part C, Medicare HMO, Medicare
managed care organization, Medicare health plan, or Medicare replacement plan. When a
beneficiary enrolls in a Medicare Advantage plan, they remain enrolled in Medicare, but they
elect to have their Medicare-covered services processed and paid by another insurer. In
exchange for allowing the other insurer to manage their care (which usually includes limiting the
beneficiary to a network of providers), the beneficiary may receive additional benefits that aren’t
covered under Original Medicare. In most cases, the provider submits a claim only to the MA
plan. Though uncommon, some MA plan options allow beneficiaries to see out-of-network
providers and have those services processed by Original Medicare instead of by the MA plan.

The MA tab provides the following information:

MA plan enroliment and termination dates

MA contract and plan

MA name, address, telephone number, and website (if available)
MA enroliment plan type

Bill option code

Preventive Services

Fart B Pravaniive Thar ag
. ESRD Hame Health ’ POP o MDPP
Dechuctibie Servicaes Caps

The Preventive Services tab provides the following information about the preventive services
Medicare covers subject to specific frequency limitations (e.g., repeat preventive services
covered only after a set amount of time has passed):

e Procedure code (with professional/technical modifier, if applicable)

e Next eligible date

e Pneumococcal pneumonia vaccination history (procedure code, rendering provider’s

NPI, and date of service)
e Influenza (procedure code, rendering provider's NPI, and date of service)
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o COVID-19 Immunization Data (procedure code, immunization date, and rendering
provider's NPI)

The portal displays current eligibility data only. You should not infer historic eligibility or prior
services rendered based on the next eligible date. (For example, do not infer that the patient
previously received a colonoscopy based on the date the patient is next eligible for a
colonoscopy.)

If a procedure code has different next eligible dates for the professional and technical
components, the portal will display different eligibility dates for each component.

The portal displays the procedure codes that may be used to bill for preventive services that
have a specific frequency limitation, including:

e Alcohol misuse screening and counseling (G0442 and G0443)

e Annual Depression Screening (G0444)

e Annual Wellness Visit (AWV) (G0438 and G0439)

e Audiology Screening (92550, 92552, 92553, 92555, 92556, 92557, 92562, 92563,
92565, 92567,92568, 92570, 92571, 92572, 92575, 92576, 92577, 92579, 92582,
92583, 92584, 92587, 92588, 92601, 92602, 92603, 92604, 92620, 92621, 92625,
92626, 92627, 92640, 92651, 92652, and 92653)

Behavioral Counseling for Obesity (G0473)

Bone Density Measurement (76977, 77078, 77080, 77081, and G0130)
Cardiovascular disease screening (80061, 82465, 83718, and 84478)

Colorectal cancer screening (81528, G0104, G0105, G0106, G0120, G0121, G0327)
Diabetes screening (82947, 82950, and 82951)

Fecal Occult Blood Test (FOBT) (82270, G0328)

Glaucoma screening (G0117 and G0118)

Human Immunodeficiency Virus (HIV) screening (G0475)

High Intensity Behavioral Counseling (HIBC) (G0445)

Hepatitis B screening (G0499)

Hepatitis C screening (G0472)

Intensive behavioral therapy (IBT) for cardiovascular disease (CVD) (G0446)
Intensive behavioral therapy for obesity (G0447)

Lung Cancer Screening (71271)

Screening mammography (77067)

Screening Pap tests (G0123, G0143, G0144, G0145, G0147, G0148, P3000, and
Q0091)

Screening pelvic exam (G0101)

Prostate cancer screening (G0103) (males only)

Prostate Cancer Screening (PROS) (G0102)

Ultrasound screening for abdominal aortic aneurysm (AAA) (76706)

Initial Preventive Physical Examination (IPPE) (G0402, G0403, G0404, and G0405)
Screening for cervical cancer with human papillomavirus (HPV) (G0476) (females only)
Screening for sexually transmitted infections (STIs) and high intensity behavioral
counseling (HIBC) to prevent STls (G0445)

For more information about preventive services, including those services that are not included
on the Preventive Services tab, see the Medicare Preventive

Services (https://www.cms.gov/medicare/prevention/prevntiongeninfo/medicare-preventive-
services/mps-quickreferencechart-1.html) tool on the CMS website.
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Prescription Drug Plan (PDP)

(D Mare nformaticn

Real-time Information Available for:

The PDP tab provides information about any Medicare Part D prescription drug plans the
beneficiary has enrolled in. While these plans are called Medicare Part D, they are stand-alone
prescription drug plans offered by private insurers, not Original Medicare. Providers who have
questions about a patient’'s PDP should contact the PDP insurer directly. The PDP tab provides
the following information:
e PDP enroliment and termination dates
e PDP contract and plan numbers
e Part D insurer’s contact information, including:
o Insurer's name
o Insurer's address
o Insurer’s telephone number
o Insurer’'s website (if available)
e PDP plan name

Therapy Caps

(5) More infarmation

Real-time Information Available for:

The Therapy Caps tab provides information about the annual per-beneficiary threshold
limitations on physical therapy (PT), occupational therapy (OT), and speech-language pathology
(SLP) services. In previous years, Medicare set financial limitations on the therapy services
beneficiaries could receive in a calendar year. The Bipartisan Budget Act (BBA) of 2018
repealed those caps and added a limitation to ensure beneficiaries receive appropriate therapy.
Though it is more accurate to refer to the limitations as per-beneficiary thresholds or KX modifier
thresholds, they are commonly called “therapy caps.”

There are two separate thresholds for therapy services: One for PT and SLP services combined
and another for OT services. The Therapy Caps tab provides the following information:
e Type of therapy (Note: While the types of therapy are labeled either occupational
therapy or physical therapy on this screen, remember physical therapy also includes
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speech-language pathology services)
¢ Deductible year
e Amount applied toward threshold (labeled “Part B Therapy Cap Used”)

Medicare Diabetes Prevention Program (MDPP)

(D Mare informaticn

Real-time Information Available for:

The MDPP tab provides information about Medicare Diabetes Prevention Program (MDPP)
eligibility. The MDPP is a once in a lifetime benefit for eligible beneficiaries at risk of developing
type 2 diabetes. Medicare Part B covers an initial 12-month period (six months of weekly
sessions followed by six additional months of monthly sessions). Medicare can also cover a
second 12-month period of maintenance sessions if the beneficiary meets certain criteria.

The number of remaining sessions for MDPP HCPCS G9886 is a combined count for sessions
billed using either HCPCS G9886 or G9887. The 271 response will return the number of
remaining sessions for HCPCS G9886 only. The number of remaining sessions for HCPCS
G9887 is not returned in the response. The sessions remaining response for HCPCS G9886
includes a combined count of in-person and distance learning counseling sessions.

The MDPP tab provides the following information:
MDPP effective and termination dates
Inactive coverage

Active coverage

MDPP HCPCS codes billed

Billing Provider NPI

Date of Service for each HCPCS code
MDPP Period 2 End Date

NOTE: The effective date for active coverage only displays the starting date of service you
submitted on your eligibility request. It is NOT the actual start date for the beneficiary’s MDPP. If
the beneficiary’s MDPP enrollment is not active, it will display the starting date of service
submitted on your eligibility request on the Inactive Coverage line.
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Additional Coverage

(T} Mare information

Real-time Information Available for:

Summary

Part &
Deductible

Part B

Deductible Services Caps

‘ ESRD

Provaniive Tharapy
Home Health ‘ ‘ ' ‘ POP ‘ ‘ o ‘ ‘ MDPP ‘

The Additional Coverage tab provides information about Medicare’s coverage of acupuncture
for chronic low back pain. Medicare Part B covers up to 12 acupuncture visits in 90 days to treat
low back pain. Medicare can also cover 8 additional sessions if the initial sessions improve the
beneficiary’s low back pain. No more than 20 acupuncture treatments are covered annually.

Also found on the Additional Coverage tab is Cognitive Assessment and Care Plan services
data provided there is not a recorded date of death prior to or equal to the requested date(s) of
service. If there are no services provided during the request date(s) of service but there is prior
usage, the portal will include the most recent service occurrence.

The Additional Coverage tag provides the following information:

Acupuncture:

e Technical sessions remaining

e Next technical date

e Professional sessions remaining

e Next professional date
Cognitive Assessment and Care Plan:

o HCPCS 99483

e Date of service

e Rendering provider NPI

Qualified Medicare Beneficiary (QMB)

(T} Mare information

Real-time Information Available for:

Summary

Part &
Deductible

Part B

Deductibie Services Caps

‘ ESRD

Pravaniive Tharapy
Mame Health ‘ ‘ ' ‘ PDP ‘ ‘ i ‘ ‘ MOPP ‘

The QMB tab provides information Qualified Medicare Beneficiary (QMB) eligibility. A QMB is
eligible for both Medicare and Medicaid. Medicare providers and suppliers may not bill people in
the QMB program for Medicare deductibles, coinsurance, or copays. Providers may be eligible
to bill state Medicaid programs for those costs. People in the QMB program have no legal
obligation to pay Medicare providers for Medicare Part A or Part B cost-sharing amounts even if
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the provider is not enrolled in the state’s Medicaid program. For more information, see the CMS
website (https://www.cms.gov/Medicare-Medicaid-Coordination/Medicare-and-Medicaid-
Coordination/Medicare-Medicaid-Coordination-Office/QMB).

The QMB tab provides the following information:
e QMB enroliment period

NOTE: State Medicaid agencies determine QMB eligibility monthly, but they may not update the
systems that supply eligibility data to Medicare by the first day of each month.

Medicare Secondary Payer (MSP)

(5) More infarmatian

Real-time Information Available for:

Part &
Daductibla

The MSP tab provides information about insurance that pays BEFORE Medicare pays. When a
beneficiary has two or more insurers, there are rules that determine which insurer pays first.
Some types of primary insurance, such as employer group health plans, pay before Medicare
for all types of services. Other types of primary insurance, such as worker's compensation or
liability insurance, only pay before Medicare for services related to an accident or injury. In most
cases, the provider submits a claim to the MSP insurer first and then submits a claim to
Medicare. For more information, see the CMS website (https://www.cms.gov/Outreach-and-
Education/Medicare-Learning-Network-MLN/MLNProducts/Downloads/MSP_Fact_Sheet.pdf).

The MSP tab provides the following information:
Enrollment and termination dates
Insurer name and address

Insurance type code and description
Policy ID

Group Number

Last MSP Maintenance Date

Patient Relationship Code

MSP Source Code

Diagnosis codes associated with the beneficiary’s accident or injury
ORM Indicator
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End Stage Renal Disease (ESRD)

l’j Mare Information

Real-time Information Available for:

Part &
Daductible

Part B Prgventive _ Therapy
- ESRD Hame Health N PDR ~ ! MOPP
Deductible Servicas Caps

The ESRD tab provides eligibility information for beneficiaries eligible for Medicare due to their
end stage renal disease. Medicare eligibility due to ESRD works differently than other types of
Medicare eligibility. Medicare’s coverage depends on when the beneficiary begins or ends
regular dialysis treatments or receives a kidney transplant. For more information about Medicare
eligibility due to ESRD, see the CMS website (https://www.cms.gov/Medicare/Coordination-of-
Benefits-and-Recovery/Coordination-of-Benefits-and-Recovery-Overview/End-Stage-Renal-
Disease-ESRD/ESRD).

The ESRD tab provides the following information:
o ESRD coverage period effective date and end date
e Dialysis start and end date (if applicable)
e Kidney transplant date (if applicable)

Home Health

(1) More information

Real-time Information Available for:

Part & Fart B Praveniive Tharapy
" ESRD Hame Haalth N PDP " ¥ MOPP
Daductibhe Uil SVICEL Caps

The Home Health tab provides information about home health periods of care. Home health
agencies (HHAs) submit a consolidated bill to Medicare for the home health services a
beneficiary receives during a home health episode of care. With limited exceptions, Medicare
will only pay the HHA for the home health services and medical supplies a beneficiary receives
during each 30-day period of care. For more information, see the CMS website
(https://www.cms.gov/Outreach-and-Education/Medicare-Learning-Network-
MLN/MLNProducts/Downloads/Home-Health-Benefit-Fact-Sheet-ICN90814 3.pdf).

The Home Health tab provides the following information:

Home health period start and end dates

Date of earliest and latest billing activity

HHA provider NPI

Contractor number and name

Patient status code (indicating whether the beneficiary is actively receiving services)

121


https://www.cms.gov/Outreach-and-Education/Medicare-Learning-Network
https://www.cms.gov/Medicare/Coordination-of

WPS SNAP (Secure Net Access Portal) User Manual May 2025

e Notice of Admissions (NOA) Indicator
o 1 —NOA Received without condition code 47
o 2 —NOA received with condition code 47

Hospice

(D mare informaticn

Real-time Information Available for:

The Hospice tab provides information about benefit periods once a beneficiary elects to receive
hospice care. When a beneficiary elects to receive hospice care, they agree to receive palliative
care instead of treatment to cure their terminal illness. Hospice care is available for two periods
of 90 days and an unlimited number of subsequent 60-day periods. For more information, see
the CMS website (https://www.cms.gov/Outreach-and-Education/Medicare-Learning-Network-
MLN/MLNProducts/html/medicare-payment-systems.html#Hospice).

The Hospice tab provides the following information:

Hospice Election Period Information (The Hospice Election Revocation Indicator will now be
sourced from the specific Hospice Election record instead of the Hospice Period record):
e Hospice provider NPI
o Start date
¢ Receipt date
e Revocation date
¢ Revocation code
Hospice Benefit Period Information:
e Benefit period provider NPI
e Start and end date
o Dates of earliest and latest billing activity
e Number of hospice days used
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Part B Immunosuppressant Drug (PBID)

(5) More infarmation

Real-time Information Available for:

Part B Prgventive Therap
i ESRD Mame Health . POP - ¥ MDPP
Dt tibda SHrvicas Caps

The PBID tab provides Enroliment information for Medicare beneficiaries following a kidney
transplant. This benefit provides coverage for immunosuppressant drugs beyond the 36 months
following a kidney transplant. This will only cover immunosuppressive drugs and no other
services or items. The HETS response will return up to ten (10) Part B-ID enroliment periods
within the requested date(s) of service. The HETS response for Part B-ID will never include
Medicare Advantage (MA) or Medicare Secondary Payer (MSP) data.

The PBID tab provides the following information:
Enroliment Reason Code

Coverage Time Span

Deductible Base

Deductible Remaining

Coinsurance

Supplemental Insurance

The Supplemental Insurance link is located under the Eligibility Search fields. Information is
available about insurance that may pay for services after Medicare processes the claim.

The supplemental insurance information available is for informational purposes only. It may not
be a comprehensive list of any or all the supplemental insurance a beneficiary may have.
Medicare’s information is limited to Medicare Crossover trading partners that sign trading
partner agreements with Medicare. A trading partner agreement allows Medicare to send claim
information to the supplemental insurer after Medicare processes the claim. Beneficiaries may
have other insurance that would require the provider to file a claim directly with the insurer.
Providers should obtain supplemental insurance information from the beneficiary.

The Supplemental Insurance tab provides the following information:
e Supplemental insurer's name and address
e Supplemental insurance effective and termination date
e Coordination of benefits agreement (COBA) number

123



WPS SNAP (Secure Net Access Portal) User Manual May 2025

Transactions

Transactions Overview

Providers can use Transactions as a starting place to do Prior Authorizations, Claims, Appeals,
Reconsiderations, ACO REACH, and submit Medical Documentation.

Prior Authorization

Prior Auth Exemptions
Claims

Medical Documentation
Appeals
Appeals-Reconsideration
ACO REACH

Accessing Transactions

You can access Transactions after logging in and clicking any of the links under the
Transactions header on the home page.

Last Secoeumdul Logine Satury fober 10 034 1018040 o Duyn Unal Fassword Daperation: 57

B Windebs | Hearmiser o unpscressbel kginy since Lot q:.g..n 0 Mt Aecersfication Dute: My 112025 Q
O Practice TFe, Patient E3 Transactions B Finance ) Motices

| way Profite | Benericiary (i Lociup) | Price Amthorizations | Reunds M | Remittance Advices |
| Liari ﬂ E | Eligibility | Prisd Aath Expmplions | Racwipli | ADR Liiteri I
| Cuilodned Sernice | [=F0 | Clvifpayireali | Demiand Latleid |
| Gredit Batance Repoat | Medicat Documentatica | Faymes Stabus
| 575 Enrcllment Change | Appeais | AP Holds

| Appests-Recomsidenations |

| w0 REACH |

For more information about the Transactions functions, see:
Prior Authorizations

Prior Auth Exemptions

Claims

Medical Documentation

Appeals

Appeals-Reconsiderations

ACO REACH
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Prior Authorizations
Prior Authorization

CMS established a prior authorization (PA) program for a limited number of services. For

Medicare Part A, the PA program applies only to the following services when they are

performed in a hospital outpatient department (HOPD) and submitted on a 13x type of bill:
e Blepharoplasty

Botulinum toxin injections

Cervical fusion with disc removal

Facet Joint Interventions

Implanted spinal neurostimulators

Panniculectomy

Rhinoplasty

Vein ablation

See Prior Authorization for Hospital Outpatient Department Services (HOPD)
Overview (https://www.wpsgha.com/guides-resources/view/672) for an overview of the process.
(You will need to select J5A or J8A at the top of the page to view the full article.)

CMS established a PA program for Medicare Part B Repetitive, Scheduled Non-Emergent
Ambulance Transport (RSNAT). Procedure codes for the RSNAT program are:
e A0426 - Ambulance service, advanced life support, non-emergency transport, level 1
(ALS1)
o A0428 - Ambulance service, basic life support (BLS), non-emergency transport
e Associated Service A0425 - Ground mileage, per statute mile

Procedure codes A0426 and A0428 require prior authorization; A0425 does not require prior
authorization.

See Prior Authorization for Repetitive, Scheduled Non-Emergent Ambulance Transport

(RSNAT) (https://www.wpsgha.com/guides-resources/view/804) for more information. (You will
need to select J5B or J8B at the top of the page to view the full article.)
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Submitting a Prior Authorization Request
HOPDs and Ambulance Suppliers can use the portal to submit PA requests and supporting

documentation to our Medical Review department. To access the Prior Authorization area of the
portal, log into the portal and click on the Prior Authorization link under the Transaction card.

&5 Transactions

| Prior Authorizations A
| Prior Auth Exemptions |
[ Claims ‘ [+
[ Medical Documentation ‘
| Appeals ‘

IAppeals-Reconsiderations ‘

[ ACO REACH ‘

]
For HOPD Prior Authorization Requests:

Section 1: Begin by selecting the NPI/PTAN service location for the facility.

NOTE: If the supplier or facility’s NPI does not appear in the drop-down list, you will need to

request access to the NPI under User Service Locations (NPIs) before submitting your prior
authorization request through the portal.

Prior Authorization € clestrorm | | B cancel
Sarl New Regqueast !

Select the type of service you are providing from the drop-down box. Also, select the
appropriate radio button to indicate whether the request needs to be expedited. Providers may
only submit expedited requests if the standard timeframe for making a decision could seriously
jeopardize the life or health of the patient.
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Section 2: Facility Information: This information will populate based on the NPI selected in
Step 2.

Section 2: Facility Information -

Section 3: Beneficiary Information: Enter the patient’'s name, Medicare number, date of birth,
and sex.

Section 3: Beneficiary Information A

First Name: * Last Name: *
Medicare Number *

Date of Birth: *
mm/dd/yyyy [u]

Sex:*

O Male O Female
Section 4: Requester Information: Enter the requester’s name, title, and contact information.

Section 4: Requester Information -
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Section 5: Physician/Practitioner Information: Enter the physician/practitioner's name, NPI,
PTAN, and address.

Section 5: Physician Information -

Section 6: Additional Information: Enter details about the procedure that will be performed,
including the anticipated date of service, bill type, procedure code (CPT or HCPCS code),
modifiers, units, and any additional pertinent information.

NOTE: If approved, the prior authorization is valid for 120 days. If the actual date of service will

differ from the anticipated date of service, you do not need to submit a new request if the
procedure is performed within 120 days of the prior authorization decision.

Section 6: Additional Information -

Additional Line: 1 Tola Lines: 1

K3 add Row

NOTE: If the provider will be performing more than one procedure that requires prior
authorization, or if the provider may change the procedure intraoperatively, click the “Add New
Line” button to provide information about the additional procedures. It may be best to submit a
prior authorization request with several potential service codes to avoid a claim denial due to no
prior authorization.
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Section 7: Documentation: Upload documentation that supports the medical necessity for the
procedure(s). Click the “More Information” link (located beneath the section name) to see the
documentation that should be provided for each type of service.

Section 7: Documentation A
Altachmenls® © viome mromon
[+ ]

) Accepted File Types
(1]

&% UPLOAD FILE(S)

Clear Attachments

Documentation cannot be password protected, contain macros, or have external links. We

accept documentation in the following file formats:
o tif

iff

.docx

.pdf

Xlsx

.jpg

JPeg

.gif

.zip

The uploaded file must be smaller than 100 MB. If you need attach multiple files, you must put
them into a single .zip file containing no more than 60 individual files. The files in the .zip file
must be in one of the formats listed above. The file names cannot be more than 100 characters
in length.

Section 8: Electronic Signature: You must provide an electronic signature by marking |
Agree. If you do not accept, you will not be able to submit the Prior Authorization in the portal.

After entering the required information and uploading the supporting documentation, click the
Review Form button at the bottom of the page. Clicking the Clear Form button will clear all

information entered in the previous sections.
] Clear Form g
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Click the arrows on the right of each section to view the information that was previously entered.
If all the information is correct, click the Submit button to submit your prior authorization request
to Medicare.

Prior Authorization

Sar Mew Request

] Clear Form m Cancel

Section 1: Preliminary Information v
Section 2: Facility Information v
Section 3: Beneficiary Information v
Section 4: Requester Information v
Section 5: Physician Information w
Section 6: Additional Information w
Section 7: Documentation v

G Cleartorm m

If any errors are found, click the Edit Form button to make the corrections. Once everything is
correct, click the Save & Submit button to submit the request for prior authorization.

[ -

After submitting the prior authorization request, a confirmation number will be given. If there are
no other requests to submit, click the Done button to exit. If another request needs to be
submitted, click the Start Another button. The page can also by printed by clicking the Print
button.

Prior Authorization

= Print | # Start Another | Daone
bmitied

@

Successfully Submitted!

Confirmation Number:

0
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For RSNAT Prior Authorization Requests:

Section 1: Preliminary Information: Begin by selecting the NPI/PTAN service location for the
facility. Select the type of service you are providing from the drop-down box. Repetitive,
Scheduled Non-Emergent Ambulance Transport will be selected.

NOTE: If the supplier or facility’s NPI does not appear in the drop-down list, you will need to
request access to the NPI under User Service Locations (NPIs) before submitting your prior
authorization request through the portal.

Prior Authorization € Cwarform | | £ Cancel

Section 1: Preliminary Information A

Section 2: Supplier Information: In the Supplier Information section, enter the PTAN and
address. Select the state where the ambulance is garaged.

Section 2: Supplier Information -~

Section 3: Beneficiary Information: Enter the patient’'s name, Medicare number, and date of
birth.

Section 3: Beneficiary Information ~
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Section 4: Requester Information: Enter the Requester and Contact information.

Section 4: Requester Information

Section 5: Certifying Physician Information: Enter the Certifying Physician information.

Section 5: Certifying Physician Information -

Section 6: Additional Information: Enter the number of transports requested, start of the 60-
day period, select the HCPCS/CPT, modifiers are optional.

Section 6: Additional Information
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Section 7: Documentation: Upload documentation that supports the medical necessity for the
procedure(s). Click the “More Information” link (located beneath the section number) to see the
documentation that should be provided for each type of service.

Section 7: Documentation -~
Antachments* (2} MORE INFORBMATION
o File
o Accepred File Types
L
% UPLOAD FILE(S)
Clear Attachments

Documentation cannot be password protected, contain macros, or have external links. We

accept documentation in the following file formats:
o tif

tiff

.doc

.docx

.pdf

Xls

XIsx

Jpg

Jpeg

.gif

.zZip

The uploaded file must be smaller than 100 MB. If you need to attach multiple files, you must
put them into a single .zip file containing no more than 60 individual files. The files in the .zip file
must be in one of the formats listed above.

Section 8: Electronic Signature: You must provide an electronic signature by marking |
Agree. If you do not accept, you will not be able to submit the Prior Authorization in the portal.
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Section 8: Electronic Signature ~
I understand that acceptance means that | am an individual authorized to submit and electronically sign this request. Acceplance provides Medicare with
and electronic signature which is as legally binding a5 a pen and paper signature and is a requirement of this request

I agree to submit this request through the WPS Government Health Administrators Portal. | will not submit a duplicate request by telephone, email, mail, or

fan

My electronic signature means that the information is accurate and complete and that the necessary documnentation to support this request is on file and

available upon request
@ 1Agree-
D 100 Not Accept

@ MNOTICE: Anyone who misrepresents or falsifies essential information requested by this form may upon conviction be subject to fine or
imprisonment under Federal Law.

After entering the required information and uploading the supporting documentation, click the
Review Form button at the bottom of the page. Clicking the Clear Form button will clear all
information entered in the previous sections.

@ aerrem E

Click the arrows on the right of each section to view the information that was previously entered.
If all the information is correct, click the Submit button to submit your prior authorization request
to Medicare.

frlor Authorization | @ ciearrorm | [ B cancet
Sarl Hew Request L

Section 1: Preliminary Information w
Section 2: Facility Information w
Section 3: Beneficiary Information v
Section 4: Requester Information v
Section 5: Physician Information v
Section 6: Additional Information w
Section 7: Documentation v

| G Clearrom m

If any errors are found, click the Edit Form button to make the corrections. Once everything is
correct, click the Save & Submit button to submit the request for prior authorization.
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After submitting the prior authorization request, a confirmation number will be given. If there are
no other requests to submit, click the Done button to exit. If another request needs to be
submitted, click the Start Another button. The page can also by printed by clicking the Print
button.

Prior Authorization

Submitted

= Print | & Start Anather | Daone

2

Successfully Submitted!

Confirmation Number:

0

Searching for Prior Authorization Requests and Decisions

After submitting a prior authorization request through the portal, you can monitor its status and
view the decision letter within the portal.

Step 1: Begin by clicking on the Prior Authorization button under Transactions.

&5 Transactions

Prior Authorizations

[ Prior Auth Exemptions

#

[ Claims

H &

[ Medical Documentation

[ Appeals

[ Appeals-Reconsiderations

|
|
|
|
|
|

[ ACO REACH

Step 2: The search options available will display along with all Prior Authorization requests that
have been submitted under the NPI's you have access to.
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Prior Authorizations Search | € ciear B cancel m

Results (7392) T g page: [ 10w n 23| a >

BLE D= 152021 Py -
B -5 Pe L]
.4 Pen L

RH e e =
8 O4-15-2020 Ea L

BLE P18 Py =
BLE D18 e =
BLE Db 1620210 Fendeg F.3

Shawing 1-10 of T392 records 2 3 4 73 740 | »

The results can be narrowed down by using the filter or by entering information in one of the
search fields:
e The confirmation number attached to the authorization request
The type of request
The NPI of the facility
The submitted by information and the submitted date
The patient’'s Medicare number
The status of the request

Clicking the eye icon the Actions column will pull up the current record and show the prior
authorization status, prior authorization decision, and buttons to the Decision Letter and view
Record History.

Eri&rﬁu‘hol‘i!atiﬂns & Prind | 1 Back | | Q, Mew Search | | H Done |

rior dasthorization Record
Ll current Record 4T Record History
Prior Authorization Status: &) complered G Decision Letter

Prior Authorization Decision: 0 afumed
Confrmation No: UTH Code: NPL
Ricrieg! Tipee: Expédited Request: Yes

Subsequent Requests
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If the request is non-affirmed, you can resubmit the request to provide additional information.
Click the Resubmit button, which will open the prior authorization request form prepopulated
with the details from the previous request.

NOTE: You will not see the Resubmit Request button if the decision is affirmed or rejected.

Prior Authorizations | ¥ Resubmit & Print | €1 Back Q, Mew Search | Dane
Prioe Authorization Recond
E current Record £3) Record History
Prior Authorizaticn Status: &) comglenes

Prior Authorization Decision:

Confirmation Mao: UTH Cosde: NPL
Raques! Type: BLE Expadited Request: »

Edit any information that needs to be corrected and attach any additional documents on the
Resubmit Request form and then click the Review button at the bottom of the page. If all
information is correct, click the Submit button. If edits are required, click the Edit Form button
and then the Save & Submit button when the edits are completed.

When the resbumit request has been successfully submitted, a confirmation number will be
given. Click the Done button to be taken back to the Home page.

Prior Authorization & Frint | A Start Anther | Done
bemitted

@

Successfully Submitted!

Confirmation Number:

0
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Prior Auth Exemptions

Searching for Prior Authorization Exemption Letters

CMS has the authority to exempt a provider from the prior authorization process if the provider
demonstrates compliance with Medicare coverage, coding, and payment requirements. CMS
also has the authority to withdraw such an exemption. WPS will notify a provider by letter if they
are exempt from the prior authorization process or if their exemption is withdrawn.

Step 1: Providers can locate their exemption letters in the portal by clicking the Prior Auth
Exemptions button under the Transactions card.

E5 Transactions

[ Prior Authorizations l
| Prior Auth Exemptions |

[ Claims
[ Medical Documentation

[ Appeals-Reconsiderations

|
|
[ Appeats l
l
|

[ ACO REACH

Step 2: Click on the Search Exemption Letters drop down and select either Exemption Letter or
Withdraw From Exemption Letter. You can also filter the results by using the filter box by
entering the Letter Type, PTAN, NPI, or Letter Date.

Select Letter Type:
I - |

Exemptions Letter it

Withdrawn From Exemption Letter

_
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Step 3: The letter can be viewed by clicking on the eye icon under the Actions column and can
also be printed by clicking the Print button. Click the Back To Results button to go back to the
search results, the New Search button to begin a new Exemption Letter search, or click Done to
go back to the Home page.

Prior Authorizations Exemptions Letters a o | [ B comce m

Results (8] T s et e | 18 .

Prigr Auth Exemptions Letter a s Q, Horm Search Do

Letter Type PTAN WPl Latter Date Aegicn
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Claims
Claim Status

The Claim Inquiry function allows Standard users and NPI Administrators users to check the
status of pending and processed claims. It is also the starting point for several other claim-
related transactions in the portal.

Claim status is available only when the claims processing system is available. Both the FISS
(Part A/facilities) and MCS (Part B/practitioners and suppliers) claims processing systems go
offline around 7:00 PM CT (8:00 PM ET) nightly. They generally come back online at the
following times:

FISS (Part A)

J5 (IA, KS, MO, NE)  6:00 AM CT (7:00 AM ET)
J5 National 7:00 AM CT (8:00 AM ET)
J8 (IN, MI) 5:00 AM CT (6:00 AM ET)
MCS (Part B)

J5 (IA, KS, MO, NE)  7:00 AM CT (8:00 AM ET)
J8 (IN, MI) 5:00 AM CT (6:00 AM ET)

Claim Search

Step 1: To check the status of a claim, begin by selecting the Claims button under
Transactions.

&5 Transactions

l Prior Authorizations ‘

l Prior Auth Exemptions ‘

[ Claims ‘
[ Medical Documentation ‘
[ Appeals ‘

lAppeals-Remnsideratiﬂns ‘

[ ACO REACH ‘
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Step 2: On the Claim Search screen, enter the following, then click the Search button to locate
any claims meeting the criteria:

e Service location (NPI)

o Patient’s Medicare number

o Start and end dates of service

@ Claims Search & Claim Entry Registration

=) E=] XN

" — - -

The portal will then display your search criteria, including a list of claims meeting the search
criteria.

@ Claims Search | # Claim Entry Registration

| €] clesr

| B cancel

@ Results (1) L o pergoge: | 10 ¥ n

Regian OB KT Stwt Date End Date JAmiant Bilksd Procesa,Finalizeg Date Stahsy ALtons

@ FCS OCA

You can click the Clear Button to perform a new search or the Cancel button to exit and go back
to the home page.

Step 3: The claim results provide high-level information about the claim. Click the Eye icon
under the Actions column to view more details about the claim.

You may also be able to access the following claim actions directly from the claim results page,
depending on the type of claim submitted. You will only be able to select a button if your claim
qualifies for that action.
e FCS: Finalized Claim Summary (Part B only)
e OCA: Perform an Overpayment Claim Adjustment to report an overpayment (finalized
claims only)
e CER: Perform a Clerical Error Reopening to correct minor errors or omissions (finalized
claims only)
¢ MR: Respond to an Additional Development Request (ADR) letter sent by Medical
Review (pending claims only)

NOTE: Older Part A claims may be archived. Archived claims appear in the claim results, but
claim details are not available. Please contact our Provider Contact Center for help if you
receive a message stating a claim is archived.

Claim Details

Clicking the eye icon under Actions shows addition details and actions for the claim. The
information displayed varies depending on if the claim is an institutional (i.e., Part A) claim or a
professional (i.e., Part B) claim.

Institutional and professional claim details include the following information:
o Date(s) of service
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¢ Patient’s name and Medicare number

e Claim number (DCN/ICN)

Claim status (i.e., Adjusted/Replaced, Processed, Finalized/Paid, In Process, Denied,
Cancelled, Approved, etc.)

Processed date

Check/EFT number

Check or paid date (RA date)

Billed amount

Allowed amount

Paid amount

Deductible applied

Lines of service and their details (HCPCS/CPT codes, modifiers, revenue codes, units,
etc.)

¢ Reason and/or remark codes

Institutional claims may also include:
o Type of bill
e Status/Location
e Blood deductible
o Discharge facility type

NOTE: In the Claim Details table, you can click on an underlined code for a definition of that
code.

Claim Actions

The Claim Actions section (located toward the top of the page) shows actions you can take from
this page. Not all actions are available for every claim. Actions available may include:

e Refine Search

e New Search

e Print

e Print Finalized Claim Summary (Part B claims only)

The Claim Actions section (located in the middle of the claim details) shows actions you can

take on the claim. Not all actions are available for every claim. Actions available may include:
e Add Documentation [ADR or MR] (to upload documentation requested by the Medical

Review department for a pre- or post-pay review; do not use this option to appeal a

claim determination)

Download Remit

Reopen (Clerical Error) [CER] (to correct minor errors or omissions)

Report Overpayment [OCA]

Request Redetermination (to appeal Medicare’s claim decision)

Check Patient’s Eligibility
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Example of an institutional claim’s details page:

Claims | - || k|| h‘[ ]
Claim Details & prins a bael Q. Hew Sensc B oo
@ National Provider ldentifier (NPI) IS Provider @ Practice Address
Region: M Patient Medicare Number:
Start DOS: 03-10-2021 Beneficiary Name: ®
Process Date: 044 STATUE:
End DOS: 03-10-2021 Firaized Fuid
Paid Date: 04-0%
Date Received: 02-20-2021
DCHN:
Type Of Bill (TOB): 131 Location: E9s97
Blood 50000
Deductible:
Check/EFT
Numbes:
Remittance 0

wiscraroe [

Facility
Type:

[E) Reason Code Applies to this Claim: 37192

Claim Actions

|£| DOWMNLOAD REMIT 2. REQUEST REDETERMINATION & CHECK PATIENT 5 ELIGIBILITY

This table displays the lines submitted on the claim, with extra information like DOS, amount billed, amount pald, etc

If your submission relates to secondary insurance coverage or benefits exhausted, do not use the Appeals form.Situations involving secondary insurance coverage or
benefits exhausted are required to be identified in the Overpayment Inquiry Form (link below). This form along with additional documentation must be faxed or mailed
for expedited resolution

Overpayment Notification Form
Overpayment Inquiry Form

Claim Details 4 B Rows peepoge: [ 10 v .

Cov Units Non Cov Reason & Remnark

. 1250 $10.00 $10.00 0190 C7252
2 0272 $50.00 $50 00 €0 190 €7252
3 17030 06 $4820 0190 C7232
4 03102021 M0245 10 1 $48200 10 $0.00 045

-

E

5

5

«»
.

-

ing 1-5 of S records

Click on a Claim Line to show additional detalls about the reason and remark for the claim line
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Example of a professional claim’s details page:

Claims | & Priny || £ Back || O, Mew Search ]l Cionee ]

Claim Details

& Maticnal Provider Identifier (NP1) gy Provider Practics Addiess
Region: J58 Patient Medicare Humber:

Beneficiary Mame: @

ETATUR:

ICH: apprad
Amount Billed 5100.00
e e Date Recelved: DE-28-2073
Allowed&mount 810000 eeeeeeeeeeeeseeeeseseecsssseessssceseesesssesesesessssssssesesessaon
..................................................................................... - Process Date:
Deductible Amount 9
e e Check/EFT Humber:
PIM'IGH Paid mﬂmt ...........................................................................

.......................................................................................... Cheek Date:
Payments lssued &

&, DOWNLOAD REMIT & REQUEST REDETERMINATION & CHECK PATIENT'S ELIGIBILITY
5 FINALIZED CLAIM SUMMARY C N : il REPORT OVERPAYMENT

This table displays the lines submitted on the claim, with éxtra information like DOS, amaunt billed, amount paid, et

Claim Actions

If your submission relates to secondary insurance coverage or benefits exhausted, do not use the Appeals form Situations involving secondary insurance coverage or
benefits exhausted an reguined to be identifiad in the Overpayment Inguiry Form (link below). This form along with additional documentation must be faxed or maiked
for expedited resolution

Crverpayment Motification Form
Cverpayment Inguiry Form

Claim Details [r | i I : |
# Dot PS CPT Wo0 Linsits Bl Allcrered Padd Reascn & Aemark
32023 1 11042 cods

ﬁ.—g -1 of 1 iecsads
(@ Clickon a Claim Ling to show additional details about the reason and remark for the claim line

The Claim Actions section (located toward the top of the page) shows actions you can take from
this page. Not all actions are available for every claim. Actions available may include:

e Print

e Back

e New Search
e Done

Get More Info Link

The Get More Info link provides additional details about the claim. On institutional claims, you
may see the Get More Info link above Claim Details and on professional claims, you may see
the Get More Info link below the claim lines. The information may include:

e Rendering provider name

e Rendering provider NPI
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e Pay Codes

e ANSI reason and remarks codes

o Related claim link (a claim that may be duplicative of your claim)
o Patient eligibility information (if applicable)

Part B example:

More Info About Line #1

Rendering Provider; Pay Codes: D
Rendering NPI:

AMS| Reason & Remark Codes Applied to Line #1

co CONTRACTUAL OBLIGATIONS (PATIENT MAY NOT BE BILLED FOR THESE AMOUNTS)

45 CHARGE EXCEEDS FEE SCHEDULE/MAXIMUM ALLOWABLE OR CONMTRACTED/LEGISLATED FEE ARRANGEMENT. USAGE: THIS ADJUSTMENT
CAMMOT EQUAL THE TOTAL SERVICE OR CLAIM CHARGE AMOUNT, AND MUST NOT DUPLICATE PROVIDER ADJUSTMENT AMOUNTS (PAYMENTS
AND CONTRACTUAL REDUCTIONS) THAT HAVE RESULTED FROM PRIOR PAYER(S) ADJUDNCATION

Part A example:
Reason & Remark
aM-18-2021 140 o250 $10.00 $10.00 CO 190 CT252
2 02102021 10 [k $50.00 $50.00 C0190C7252
3 03-10-2021 J70320 10 0636 $482 00 $482.00 C0 190 7252
4 0310-2021 Mgza5 10 [kl $483 .00 1.0 50000 Coas
Teaal 40 0001 102400 -] FEAZ 00

Showing 1-5of § neconds

More Info About Line #3

AMSI Reason & Remark Codes Applied to Line #3

co CONTRACTUAL OBLIGATIONS (PATIENT MAY MOT BE BILLED FOR THESE AMOLINTS)
190 PAYMENT IS INCLUDED IN THE ALLOWANCE FOR A SKILLED MURSING FACILITY (SMF} QUALIFIED STAY.
CT7252 WHEM THE FROM AND THRU DATE ARE USED THE DATE MAY OVERLAP OR BE WITHIN THE POSTED SMF INPATIENT PART A CLAIM (27X) IN

HISTORY. THE SYSTEM WILL AUTO REJECT THE LINE WITH £7252

Denied, Service Overlaps Another Claim
The dates of service on your ¢laim overlap another claim in the patient’s history

Press the blue "View Inpatient Stay Records” button below to check the patient’s history claims for overlapping dates of service

(D Check for Overlapping Claims VIEW INPATIENT

Do you need to correct your claim?
Please review your records to ensure your claim was submitted correctly. Some things to check:

* Did you submit the correct date of service?
& \Was there a claim with overlapping dates that has since been canceled?

If you need to correct the dates or your claim, or if the claim that caused the denial has been canceled, please resubmit your claim

If you need to correct the dates or your claim, or if the claim that caused the denial has been canceled, please adjust your claim.
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Enhanced Denial Information

Enhanced denial information is available for some denials. If enhanced denial information is
available, it may provide:

o Additional information explaining the denial

e Guidance for correcting the claim

e Links to web pages containing information applicable to your claim

o Claim action buttons for correcting the denial (may not be available for all denials)

A list of denial reason codes with more information available can be found in, Self Service

Denial Assistance is Available with the More Info Button (https://www.wpsgha.com/guides-
resources/view/432).

146


https://www.wpsgha.com/guides

WPS SNAP (Secure Net Access Portal) User Manual May 2025

Part B Claim Submission Through the Portal

Part B providers who submit paper claims using the Health Insurance Claim Form (CMS-1500)
can register to submit claims through the portal. Since portal claims are processed as electronic
claims, paper billers can receive many of the same benefits of electronic claim submission,
including quicker payment of claims. This option is only available to Part B providers who are
not already registered to submit electronic claims through traditional electronic data interchange
(EDI) methods.

Registering for Claim Entry Through the Portal

Step 1: Under the Transaction card, next to the Claims button select the ‘+'.

&3 Transactions

I Prior Authorizations ‘

I Prior Auth Exemptions ‘

[ claims ‘

I Medical Documentation ‘

[ Appeals ‘

IAppeala-Reconsiderationa ‘

[ ACO REACH ‘

Step 2: Click the Claim Entry Registration button to open the registration instructions.

Claims Clais oty Fagist olsde E Canisl
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Step 3: Click one of the links to the registration form in the instructions. We recommend printing
the instructions or opening the form in a separate window to ensure you complete the
registration form correctly.

Claim Entry Registration

claim submitter, you can now submit your claims electronically through our online claim entry application
fore submitting claims through the WPS GHA Portal you will need to complete an Electronic Transactior

Enroliment

IMPORTANT: When completing the above Electronic Transaction Enroliment, you must follow the steps listed below

1. Right click forjw

rovide

\oer

rwYWYSYWYYYYYYYYYyYYVYVVVYYVvVYVYYY.

GUESLONS 1031 JING (NIS L10CEsS, Prease Conlact our EL1 Departrient

)58  (866) 518-3285 Option 1

J8B (866) 234-7331 Optk

Step 4: Use the data in the instructions to complete the EDI Express Enroliment form. If you
have any questions about the enrollment process or the form, contact the WPS Electronic Data
Interchange (EDI) department for assistance.

Step 5: The WPS EDI staff will send an email notifying you when your enroliment is complete.
Please allow up to 30 days to process your request.

NOTE: Your ability to submit claims through the portal is tied to your User ID. If your User ID is
ever disabled, be sure to reactivate your existing User ID instead of creating a new one. If you
create a new User ID, you will need to re-enroll to continue submitting claims through the portal
under your new username.

Submitting Part B Claims Through the Portal

Providers enrolled and approved to submit claims through the portal can submit most types of

Part B claims through the portal. The following types of claims CANNOT be submitted through
the portal:

e Medicare Secondary Payer (MSP)

e Medigap (i.e., claims that require the provider to enter the supplemental insurer’s
information in Item 9 of the CMS-1500 claim forms)

e Hospice (i.e., place of service 34)

e Purchased services (i.e., anti-markup tests, formerly known as purchased diagnostic
tests)
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General Instructions for Portal Claim Entry

Step 1: Under the Transaction card, next to the Claims button select the ‘+'.

&5 Transactions

I Prior Authorizations ‘

I Prior Auth Exemptions ‘

[ Claims ‘

I Medical Documentation ‘

[ Appeals ‘

IAppeals-Reconsideratiﬂns ‘

[ ACO REACH ‘

Step 2: The claim entry form will open. You will enter information into the portal claim form in a
different order than you do on the paper CMS-1500 claim form. For your convenience, most
fields refer to where the information appears on the CMS-1500 claim form.

Step 3: In the Provider Information section, select the Service Location NPI.

Step 4: Below the Service Location NPI box, select SSN for Social Security Number or EIN for
Employer Identification Number.

Section 1: Provider Information

() 55N @ EIN
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Step 5: Enter the patient’s information. The patient’s name should match the information on
their Medicare card.

Section 2: Patient Information

Fatient Name

Patient Address
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Step 6: Enter the required header information.
e You MUST select one of the following options in the drop-down box shown below:
o None of the following apply to my claim (Select if you are billing for services other
than the ones listed.)
Ambulance Service
Global Surgery
Laboratory
Chiropractic Service
OT/PT
Inpatient Services
o Mammography
o Depending on the type of service selected, the portal claim form will display additional
claim fields that must be completed for Medicare to process your claim. See the Claim
Entry Instructions for Specific Claims section below for more information.

O O O O O O

Section 3: Required Header Information

Accepl Assignment *

D Aggigned D Mot Assigned

| based on your

c information relating

ilure to provide
1 fior processing our clalm may result in

a delay in processing or denial of your claim
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Step 7: Enter the optional header information. which includes the service facility information
(name, NPI, and full address), the referring provider information (name and NPI), and other
miscellaneous data.

NOTE: “Optional” in this section means the information is not required for all claims. Depending
on the type of service you are billing, the information in this section may be required to process
your claim. Failure to include the information may make your claim unprocessable or result in an
overpayment or underpayment.

Do not list more than one ordering/referring provider per claim. Submit separate claims
for each ordering/referring provider.

The Comments field (i.e., Item 19 on the CMS-1500 claim form) allows up to 80
characters.

Enter the Investigational Device Exemption (IDE) number when an investigational device
is used in an approved IDE clinical study
(https://lwww.cms.gov/Medicare/Coverage/IDE/Approved-IDE-Studies).

The Patient Account number field is for the provider’s tracking purposes. It will appear on
the remittance advice. Medicare does not use this information to process the claim.

The Patient Paid Amount field is only used to report payments your patient made out-of-
pocket. Do not use this field to report a primary payment by another insurer or your claim
will not be paid correctly.

Section 4: Optional Header Information

Service Facility Location

Referring Provider or Other Source

Extra Information
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Step 8: Enter the diagnosis codes that apply to the claim.
o Enter the primary diagnosis in the first position.
o Enter any additional diagnosis codes that apply to the claim in the remaining fields.
e Leave the fields blank if they do not apply.
¢ Do not enter decimal points.

Section 5; Diagnosis or Mature of lliness or Injury [CMS 1500, Box 21)

@ MPORTANT: Oniy ICD-10 codes are accepted. Please oo

not type in a decimal point when entéring ICD Codes
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Step 9: Enter claim line details.

e Modifier: List modifiers that affect payment before modifiers that are informational only.

o Diagnosis Pointer: Enter the number corresponding to the diagnosis codes listed in the
Diagnosis Codes section (i.e., numbers 1-12) of the claim. Do not enter the full diagnosis
code.

e Anesthesia: If you indicate the line item is for anesthesia, the Units field will change to
Minutes to allow you to enter the number of anesthesia minutes.

e NOC Description: If you enter a not otherwise classified (NOC) or unlisted code, enter a
description of the code. The description can be up to 80 characters. Do not use an NOC
code if a valid true code exists.

mm g B o 8 =]

Procedure

FT/HCOPCS Place of Service

Diagnosis Pointer

00, Box 24F]
Is this anesthasia? *

(O Yes (O No

Rengering Provider (Last Nama)

:

Total Billed Amount:50.00
=2
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Step 10: To add additional lines of service to the claim, select the Save button and then click
“Add Line.” Repeat for any additional lines you need, up to 50 claim lines.

Lines: 2 of Max: 50 %]

e e B L v

Step 11: If you need to review the line(s) after clicking Save, click on the eye icon under the
Actions column.

Step 12: If you need to delete a line, click the trash can icon that appears under the Actions
column.

Step 13: Once you enter all claim lines, click the Review button to review the claim. After
clicking the Review button, an Edit button and a Submit button will also appear.

&1 Clear Form Rvien & |

Step 14: The portal will review your claim for errors and display a message at the top of the
Claims page indicating if corrections are needed. Click the Edit button to correct errors or make
other changes. (NOTE: The portal does not perform front end editing of your claim. The claims
processing system could still reject your claim for incomplete or invalid information after it is
submitted.)

Step 15: When you are satisfied the claim is entered correctly, click the Submit button to submit
your claim to Medicare and receive a confirmation number. You can also print the confirmation
page for your records, start another claim, or click Done to exit out of the Claim Entry feature. If
Medicare’s claims processing system rejects your claim, the confirmation number will be

referenced in your educational material.

Claims Entry & Frint # Gtart Another Dane

&

Claim Submitted

Confirmaticn Humber:

Allow three business days before checking the status of your claim in the portal or the
Interactive Voice Response (IVR) system.
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Claim Entry Instructions for Specific Claims

Some commonly rendered services require providers to include additional information on their
claims for payment. When selecting one of the services below from the drop-down box in the
Required Header Information section, the portal will provide additional fields that must be
completed:

Ambulance Services

e Pick up Location Address: Enter the complete address where the patient was picked up.

e Drop-off Location Name and Address: Enter name of the facility and the complete
address where the patient was dropped off.

e Reason for Transport: Select the main reason for the transport.

e Purpose of Round Trip: Explain the reason for a round trip, if appropriate.

o Stretcher Purpose Description: Explain the reason the patient needed to be transported
by stretcher.

e Transport Distance in Miles: The transport distance is required when a reason for
transport is selected.

e Condition of patient: Select all conditions that apply to the ambulance service.

Chiropractic Services
o Initial Treatment Date: Enter the date the chiropractor initiated the course of treatment.

Global Surgery
o Assumed Care Date: Enter the date the provider assumed post-operative care of the
patient (if post-operative care was shared with another provider).
¢ Relinquished Care Date: Enter the date the provider relinquished post-operative care of
the patient.

Inpatient Services
o Admit Date: Enter the date the patient was admitted to the facility.
o Discharge Date: Enter the date the patient was discharged from the facility, if known.

Laboratory
e CLIA#: Enter the 10-digit Clinical Laboratory Improvement Amendments (CLIA) number
of the laboratory that performed the lab procedure(s).
o Referring CLIA#: Enter the 10-digit CLIA number for the referring laboratory if the lab
specimen was referred to another laboratory for testing.

Mammography
o« Mammography Certification #: Enter the six-digit FDA certified Mammography
Certification number.

Occupational Therapy/Physical Therapy (OT/PT)
e Date Last Seen: Enter the date the patient last saw the supervising provider.
e Supervising Physician Name: Enter the first and last name of the attending
physician/non-physician practitioner (NPP).
e Supervising Physician NPI: Enter the NPI of the attending physician/NPP.
o NOTE: The supervising physician’s name and NPI are optional; however, if you enter
information in one of these fields, you must complete them all.
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Routine Foot Care
o Date Last Seen: Enter the date the patient last saw their attending physician.
e Supervising Physician Name: Enter the attending physician’s name.
o Supervising Physician NPI: Enter the attending physician’s NPI.
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Clerical Error Reopenings (CER)

The Clerical Error Reopening (CER) process allows Part B providers to correct minor errors or
omissions on claims processed in the Multi-Carrier System (MCS). The portal allows providers
to make changes to certain claim information on a processed claim and receive immediate
notification that the claim adjustment has been accepted into MCS.

Situations that Can Be Handled as a Clerical Error Reopening

In most cases, the following situations can be processed as a CER:

e Increase number of services or units (without an increase in the billed amount).

o Add/Change/Delete modifiers such as 24, 25, 54, 57, 58, 59, 76, 78, 79, 80, 95, AS, AQ,
or GA (Note: Post operative modifiers 24, 25, 57, 58, 78, and 79 can be added to a paid
claim so the provider can submit a procedure code without having it reduced by the
unrelated visit.)

o Excluded modifiers: 22, 23, 53, 55, 62, 66, 74, and CR present on the claim,
even if this is not the line being adjusted.

e Procedure Codes.

o Excluded: Not Otherwise Classified codes and drug codes present on the claim,
even if this is not the line being adjusted.

Place of service.

Add or change a diagnosis.

Billed amounts (without an increase in the number of units billed).

Change Rendering Provider National Provider Identifier (NPI).

Date of service. The date of service change must be within the same year.

Situations that Cannot Be Handled as a Clerical Error Reopening

CMS regulations do not allow a Medicare contractor to process a claim reopening if the change
would require Medicare to make a new claim determination. If the change would require a new
claim determination, providers should usually request a redetermination (appeal) instead of
performing a reopening. Situations that cannot be handled as a CER in the portal:

e Adding lines of service not submitted on the original claim (Medicare would have to

make a new (initial) claim determination on the additional services.)

¢ Increasing both the number of services and the billed amount (In effect, this would be

adding services to the claim.)

e Reopening an unprocessable (rejected) claim (Unprocessable claims have not had an
initial claim determination, so they would require a new claim determination. Submit a
new claim to correct an unprocessable claim.)

Comprehensive Error Rate Testing (CERT) issues.

Provider Enrollment issues.

Claim denial due to no response to a development request.

Wrong payee situations.

Complex claim situations (Not Otherwise Classified codes, claims with modifiers 22, 23,
53, 55, 62, 66, 74, or CR.)

e Claims that require analysis of documentation.

e Issues that require CMS input (e.g., services after date of death).

e Adjusting a previously adjusted claim.

In addition, providers can only reopen a claim once via the portal, so it is important to update all
applicable fields before submitting the CER. (For example, you cannot submit a CER to change
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the date of service and then submit another CER to correct the diagnosis code once the
adjustment is finalized.)

Time Limit for Requesting a Clerical Error Reopening

A provider, physician, or supplier may request a reopening up to one year from the receipt of the
initial Remittance Notice. If the provider, physician, or supplier would like to request a reopening
after the one-year time limit has expired, they may request the reopening in writing.

You must include documentation supporting good cause to waive the timeliness requirement.
See the CMS Internet-Only Manual (IOM) Publication 100-04, Medicare Claims Processing
Manual, Chapter 34 - Reopening and Revision of Claim Determinations and Decisions
(https://www.cms.gov/Regulations-and-
Guidance/Guidance/Manuals/Downloads/cim104c34.pdf), section 10.11 for information
regarding good cause.

You can use our Reopening Calculator (https://www.wpsgha.com/tools/date-calculator) to find
the deadline for submitting a reopening request.
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Submitting a CER through the Portal

Step 1: All CERSs begin by locating the claim in the portal clicking the Claims tab under the
Transaction card on the Home page. Once you locate the claim, start the reopening by clicking
on the CER or Reopen (Clerical Error) button. You can find these buttons in the following

places:

+ On the Claim Results page after searching for the claim using the Claim Inquiry function

& FC3

e By clicking on the eye icon and selecting the Reopen (Clerical Error) button in the

Claims Actions.

Claim Actions

A, DOWHLOAD REMIT 8 REQUEST REDETERMIMATION

i‘"‘ CHECE PATIENT 'S ELIGIEILITY

ﬁ FINALIZED CLAIM SUMBMARY 0 REOPEN (CLEMCAL ERROR) |

e In the Claim Details section of a denied claim after clicking the line number to view More

Info.

Claim Details [r TR - |

More info About Line 81

Rendering Provider:
Remndeing NP1

AMS! Reason & Remark Codes Applied o Line #1

GATIONS [PATIENT MAY NOT BE BILLED

RED SERVICES EECA
HEALTHCARE POLICY IDENTIFICATION SE

H115 THIS DECISI): S BASED ON A LDCA
A PARTICULAR ITEW g
ACCESS, YOU MAY CONTACT THI

(=] ONTRACTUAL O FOR THESE AMOUNTS)

50 THESE ARE B

AENT INFORMATION REF), IF PRESENT.
ONTRACTOR TO REQUEST A COPY OF THE LCD

Denied for Local Coverage Determination (LCD)

DICAL NECESSITY BY THE PAYER. USAGE: REFER TO THE B35

WoUr Service Was denied Decause medical necessity was nol Socumented based on & Local Cowerage Determination (LCD) o Local Coverade Artiche (LCA). Medica

Necessity Bmitations can be based on diagnosis, frequency, or ather requirements found in the policy

lick the button to review the policy. Compare the LCD/LCA reg
nfGeration. If your patient’s condition does nat Satisty 1he requine

G) Please neview Policy Number{s) ASS15T on the CMS Websiie

If the palicy number 5 ot avaltable, you can search for the policy in the Medicars Cov

392 Database on the CMS website

Do you need to cormect your claim?

nke to your claim and 1o the
n e LODULCA, the denial was

G0 1O POLICY

I you did ot include all iInfermation from your patient's file that would suppart the requirements in the LCD/LCA, you can resubmit the service on a new claim

through your nesrnal procedune. Do not resubenit any clairm Enes that wene paid

RESLEMIT CLAIM [MEW)

I you need 1o coerect your claim, you can also request a Clerical Error Reopening. Click the "Reopen (Clerical Error)” button on this page
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NOTE: If the claim is not eligible for a Clerical Error Reopening, the CER/Reopen (Clerical
Error) button will not be active, and you will not be able to select it.

Step 2: The CER/Reopen (Clerical Error) button opens the Edit Claim — Clerical Error
Reopening form. Make all necessary changes to the claim.
e If you update the billed amount, the portal will ask if the if the change is a “Fee Schedule
Change.”
o Select Yes if the change is due to Medicare updating the amount it allows for the
procedure code.
o Select No if you are updating the billed amount for any other reason.
o |If there is no Diagnosis Pointer in the field, you will be required to enter one.

Edit Claim - Clerical Error Reopening

g vsck | & Clesr Form | Cancel |
Saart ew Riequest . . L
@ Wational Prowider identifier @ Patien! Medicare No. @ Beneficiary Mame @ ICH
Section 1: Diagnosis or Nature of lllness or Injury [CMS 1500. Box 21] -~

@ IMPORTANT: Ority CD-10 codes &re sroept
niot type In @ decimal poind when endering I

Section 2: Claim Lines [Max 21] [CMS 1500, Box 24]

Claim Line: 1 Total Lines: 1

] - |
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Step 3: Click the Review button to have the portal review the claim for errors. If the changes

pass the review, the portal will display the message, “Your information has been successfully
reviewed, to finalize your adjustment request, click the Submit button.” (See below for errors

that may cause the claim to fail the review.)

If you need to make corrections, click the Edit button to make changes, or click the Cancel
button to cancel the reopening request.

Step 4: Once you are satisfied with the updates to your claim, click the Submit button. The
portal will display the confirmation page, which contains the new claim number.

Clerical Error Reopen [ B e | | B oene ]

@

Clerical Ermor Recpen Submitted

D

Common CER Error Messages and Their Causes

Claim processed more than 1 year ago. Reopening not allowed unless good cause can
be established. Please see IOM 100-4 Chapter 34 Section 10.11 to determine if good
cause exists. If so, submit request in writing with good cause documentation.

Cause: Medicare allows claim reopenings within one year of the initial claim determination for
any reason. Medicare can also allow claim reopenings within four years but only if good cause
exists (as defined by CMS) to perform the reopening. For reopenings requested more than one
year after the initial determination, providers must submit the request in writing to provide
documentation proving the good cause requirement is met.

Claim has been previously adjusted, please submit a redetermination request.
Cause: Claim has been previously adjusted due to a reopening or a previous redetermination.
Proceed to the next appropriate level of appeal to request an adjustment to the claim.

Procedure code not valid or Place of Service not valid for Procedure code - reopening
not allowed for this change.

Cause: The place of service does not match the procedure code billed, or the procedure code is
not valid. Since the information would cause the claim to deny again, a reopening cannot be
completed.

Requested diagnosis code is invalid, please recheck diagnosis code. No reopening

allowed for invalid diagnosis code.
Cause: An invalid diagnosis code will cause the adjustment to deny.
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Claim cannot be reopened because there is no initial determination for this claim. Please
submit a new corrected claim or wait until the claim in process has finalized.

Cause: Medicare can only reopen a claim with an initial determination that has finalized. If the
claim was rejected as unprocessabile (i.e., the remittance advice shows remark code MA-130), it
has never had an initial determination, and you should submit a new claim with the necessary
corrections. If the claim is still in a pending status, it has not finalized, you will need to wait to
request a reopening until the claim finishes processing to request a reopening. (You can use the
claim status feature to determine the status of the claim preventing you from requesting the
reopening.)

Due to complex nature of the requested change this request cannot be handled as a
reopening. Please submit redetermination request.

Cause: A claim adjustment that requires Medicare to review documentation is not considered a
minor error or omission. Adjustments involving modifiers 22, 23, 53, 55 62, 66, 74, and CR
require Medicare to review documentation and are therefore too complex to process as a
clerical error reopening. You will need to resubmit a redetermination request with the
appropriate documentation.

Due to the complex nature of this claim, you must submit a redetermination request.
Cause: The claim is for a CPT procedure code ending with a “99” (e.g., 01999, 33999, 99499,
etc.). These codes are generally “not otherwise classified” (NOC) or unlisted procedure codes.
Since Medicare needs to review documentation to determine the procedure performed, as well
as determine Medicare’s coverage and payment, adjustments to these codes cannot be done
as a reopening.

163



WPS SNAP (Secure Net Access Portal) User Manual May 2025

Overpayment Claim Adjustments (OCA)

Providers are required to notify Medicare of overpayments and repay Medicare in a timely
manner. Medicare Part B providers can notify Medicare of an overpayment by performing an
Overpayment Claims Adjustment (OCA) in the portal. Providers can report both Medicare
Secondary Payer (MSP) related overpayments and non-MSP related overpayments using the
OCA process.

Submitting an Overpayment Claim Adjustment (OCA) through the Portal
Step 1: All OCAs begin by locating the claim in the portal using the Claim Inquiry function. Once
you locate the claim, start the adjustment process by clicking on the OCA or Report

Overpayment button. You can find these buttons in the following places:

e On the Claim Results page after searching for the claim using the Claim Search function

mount Rilled FrocessF nali ned Date Hlatus

MiE Approved = resfocaleer we

e In the Claim Actions area after selecting the claim in the Results by clicking on the Eye
Icon under Actions.

Claim Actions

| scomowmur B 2 esouestacocrommanon [l cueck panienrs ey

B FINALIZED LA SUMMARY [ REOPEN [CLERICAL ERBOR) i REPOAT OVERPAYMENT

NOTE: If the claim is not eligible for an Overpayment Claim Adjustment, the Report
Overpayment button will not be active, and you will not be able to select it.
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Step 2: The Report Overpayment button opens the Overpayment Claim Adjustment form where
you need to indicate the reason for the overpayment.

e If the overpayment was not related to a Medicare Secondary Payer (MSP) situation,
select the reason for the adjustment from the dropdown box under the Non-MSP
heading.

e If the overpayment was related to an MSP situation, you need to select the type of
primary insurance (working aged, liability/no-fault, workers’ compensation, etc.) from the
dropdown box under the MSP heading. If you are unsure of the primary insurance type,
use Eligibility Check to confirm.

Claims €] Chear Farm B cancel

Natignal Provider Identifher Iirl Patient Medicane No @ Benaficlary Name @ ICH

&

NOTE: If you select an MSP option, but the patient does not have that type of primary payer on
file, you will not be able to complete your Overpayment. You or your patient should contact

the Benefits Coordination and Recovery Center to update the patient’s records. Once the
patient’s eligibility record is updated, you can submit your OCA.

In addition, if you select one of the non-MSP options below, but Medicare’s eligibility records do
not have a record of the corresponding information, you will not be able to complete the OCA.
Contact the applicable insurer/facility/provider to update the patient’s records or to clarify the
patient’s status.

o Patient enrolled in HMO/MCO (i.e., a Medicare Advantage plan)

e Patient enrolled in SNF

¢ Home Health

e Hospice

Step 3: Make the appropriate adjustments to the line(s) of service you are correcting. Note that
the types of adjustments you can make on an OCA are limited.
¢ On non-MSP OCAs, you can only correct the number of units billed and/or change the
billed amount. For all other non-MSP adjustment, you can only deny the lines of service
that processed incorrectly. After the OCA is processed, you can resubmit those
service(s) correctly.
e On MSP OCAs, you can only add the primary payer’s processed claim information.
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Step 4: Click the Review button to have portal review the claim for errors. If the changes pass
the review, the portal will display the message, “Your information has been successfully
reviewed, to finalize your adjustment request, click the Submit button.”

Claims & et | | B canea |

If you need to make corrections, click the Edit button to make changes, or click the Cancel
button to cancel the adjustment request.

Step 5: Once you are satisfied with the updates to your claim, click the Submit button. The

portal will display the confirmation page, which contains the new claim number, NPI, patient’s
MBI and Name.

&

Owerpayment Claim Adjustment Submitted

w Claim Mumbser _:|
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Medical Documentation

Providers can use the portal to submit medical documentation for pre- and post-payment
reviews. These are the reviews initiated by the Medical Review department.

Please note, documentation for PWK or in response to Fiscal Intermediary Standard System
(FISS) reason code U5601, should not be uploaded via the portal.

Providers can also use the portal to search for documentation previously submitted for a pre- or
post-payment review.

You can access the Medical Documentation function by selecting the Medical Documentation
button under Transactions.

NOTE: Providers who disagree with a claim determination and want to submit supporting
documentation should not follow the instruction in this section. See Appeal Submission for
information about requesting a redetermination.

Determining the Type of Medical Review

Before uploading your documentation, you need to determine if Medicare is conducting a
prepayment review or a post-payment review. To avoid processing delays or possible claim
denials, you must select the correct type of review when uploading your documentation.

You will find the information in the letter Medicare sent you requesting the documentation.
e If your letter indicates it is an Additional Documentation Request (ADR), Medicare is
conducting a prepayment review.
o If your letter indicates Medicare is conducting a Post Pay Review and contains a list of
the selected claims, Medicare is conducting a post-payment review.

Documentation Requirements in the Portal

The portal accepts the following file types:
.docx

Xlsx

.pdf

Jrg

Jreg

.gif

tif

tiff

.zZip

Additional documentation tips:
e You can only upload one file per claim. The file size cannot be larger than 100 MB.
e If you have multiple files to provide, all files must be included in a single .zip file.
e If you submit a .zip file, it shall contain no more than 60 files, and all files within the .zip
file must be in one of the formats listed above.
¢ We cannot accept documents that have password protection, macros, or external links.
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Uploading Documentation for a Prepayment Medical Review (ADR Response)

There are two methods for uploading documentation for a prepayment review. The more
accurate method uses the Claim Inquiry function. However, this method is only available when
the claims processing system is online. If you need to respond to an ADR letter when the claims
processing system is offline, portal users can upload documentation using the prepayment
review tab.

Uploading Documentation for a Prepayment Medical Review Using Claim Inquiry

The most accurate way to submit documentation in response to an ADR letter is to begin by
locating the claim using the Claims function. You can access the Claims function by clicking the
Claims button under the Transactions card or by using the link located on the Medical
Documentation page.

NOTE: This method is only available when the claims processing system is online. If you need
to respond to an ADR letter when the claims processing system is offline, see the next section
for instructions on responding using the prepayment review tab.

Step 1: Once you locate the claim using the Claim Inquiry function, you can start the upload by
clicking on MR under the actions column.

Region Claim Murmber Start Dabe Erd Dl Areint Bl Process/Finalined Dals Status Sectiwes

NOTE: The MR will be dark blue if it is available. If the MR is grey, you cannot upload
documentation for that claim.

Step 2: After clicking MR, the page will refresh and you will need to select the Pre-Pay Review
dial.

All fields of the Pre-Payment form will pre-populate from the claim. All you will need to do is
upload the documentation.
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Step 1: The screenprint below shows the accepted file types and size. Click the Upload File(s)
button. Find your file and upload. The file name will display under the UPLOAD FILE(S) button.

@. Pre-Payment Beview () Post-Payment Review

@ Medical Documentation € Clear Ferm B cancel
e
Anachmenls*
@ File names cannot be mone than 100 characterns in length
@ Accepied File Types: doco s, gif, [P jpeg. i, 0ff, pdi. zip

0 Charfen m

Step 2: Choose the Review button to review your submission or Clear Form to clear the form
and start over.

Step 3: If everything is correct, choose the Submit button.

Step 4: After uploading your documentation, you will receive a confirmation message containing
a confirmation number. Select the Print button to print the page or Done button to return to the
claim detail page.

Medical Documentation & st | | 4 Staet Ascthes Done

Successfully Submitted!
175 days an:

Confirmation Number:

|
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Uploading Documentation Using the Prepayment Review Radio Button

If you are unable or choose not to use the Claim Inquiry function to locate your claim before
uploading documentation, you can use the Prepayment Review radial button. You will need to
supply additional information to use the Prepayment Review to upload documentation.

Step 1: Access the Medical Documentation function by clicking the + next to the Medical
Documentation button under Transactions, then click the Prepayment Review tab.

E3 Transactions

[ Prior Authorizations

[ Prior Auth Exemptions

[ Claims

[ Appeals

[ Appeals-Reconsiderations

]
]
1
| Medical Documentation |
]
l
]

[ ACO REACH

e
If you are submitting an appeal request, please DO HOT send it in throegh the portal as an MR

@ Pre-Payment Review D Post-Payment Revkivw

© Medical Documentation Cleas Form | | [E] cancel |

Allachments*

@ Accepled File Types: docx, xisx. gif, |pa jpeg. tF 1#F, pdf, zip

EyEDEE W Rlachment Flease
sabie 2 its Type before attaching
&% UPLOAD FILE[S)

Clear Attachimals
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Step 2: Enter the following information in the available fields:
e Service Location (NPI)/Provider Number (PTAN) combination.
e Patient’s Medicare Number
e Claim Number (ICN/DCN)
o Date of Service

Be sure to verify the information you entered is accurate to avoid unnecessary delays or
denials.

Step 3: Click the Upload File(s) button and select the file you want to upload from your
computer.

Step 4: Confirm the information you entered is accurate and the file you uploaded is correct,
click the Review button.

Step 5: Once reviewed and confirmed, click Submit. You will see a confirmation message with a
confirmation number. You can print the information for your record or click Start Another or
Done to return to the landing page.

n [}
,
a

Medical Documentation

<

Successfully Submitted!
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Uploading Documentation Using the Post-Payment Radio Button

Unlike prepayment reviews, which apply to a single, specific claim, post-payment reviews
(probes) may involve multiple claims. For this reason, you cannot use the Claim Inquiry function
to start submitting documentation for a post-payment review.

Step 1: Access the Medical Documentation function by clicking the + next to the Medical
Documentation button under Transactions, then click the Post-Payment Review tab.

E5 Transactions

[ Prior Authorizations l

[ Prior Auth Exemptions l

[ Claims

[ Medical Documentation

[ Appeals

[Appeals-ﬂeconsiderations l

[ ACO REACH ]

T
f you are submitting an appeal request, please DO NOT send it in through the portal as an MR

() Pre-Payment Review (@) Post-Payment Review

Step 2: Enter the following information in the available fields:
e Service Location (NPI)/Provider Number (PTAN) combination.
e Probe Number

Q M.gjdi!:a_l [.‘Jlucumentaiiun [ € clear Form l [ B cancel ]
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When entering the Probe Number the Post Payment Uploads section will display to enter the
following:
Patient’'s Medicare Number

e Claim Number (ICN/DCN)

o Date of Service (Start)

o Date of Service (End)
Post Payment Uploads

Attachments®*
@ Accepted File Types: doci, xisx, gif, jpg. ipeq. tif, tff, paf, zip
@ Individual file size cannot exceed 100 ME

@) This web site cannot accept attachments that have password protection,
macros, or external links. If any pop-ups appear when the document is
opened, the system will not be able 1o accept the attachment. Please
disable any setlings of this type before attaching

€% UPLOAD FILE(S)

Clear Attachments

Sawe & Finish

Step 3: Be sure to verify the information you entered is accurate to avoid unnecessary delays or
denials. Click the Upload File(s) button and select the file you want to upload from your
computer.

Save & Submit Another

Step 4: Once reviewed and confirmed, click Submit. You will see a confirmation message with a
confirmation number. You can click Save & Submit Another or Save & Finish to return to the
landing page.

Medical Documentation

h
™,
a

@

Successfully Submitted!

75 days after ;

Confirmation Numbear:
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NOTE: You can submit documentation for up to 400 claims in one submission. If you have more
than 400 claims included in a single probe, submit the documentation for the first 400 claims
and receive your confirmation number. You can then repeat the same steps with the remaining
claims in the probe. Please be sure to enter the same NPI, PTAN, and probe number.

Searching for Medical Documentation in the Portal

You can search for medical documentation submitted by your service location. This may be
helpful several reasons, including if you are unsure if your group has already responded to a
medical documentation request.

Step 1: To search for documentation, navigate to the Medical Documentation button under

Transactions.

&5 Transactions

[ Prior Authorizations l

[ Prior Auth Exemptions l

[ Claims

[ Medical Documentation

[ Appeals

[AppeaIs-Heconsiderations l

[ ACO REACH ]

Step 2: On the Search Medical Documentation page, you can view medical documentation
submitted for your service locations (NPIs) and for Medical Review findings. By default, the
results will be listed in the order we received them with the most recent listed first. You can click
on the column headings to sort by each of the columns.

You can search and sort the documentation in the following ways:

Use the “My Submissions Only” button to show only documents you have submitted.

Confirmation Number

Submitted By

Claim No.

Patient Medicare Number. You will need to search using the MBI if you submitted the

documentation with the MBI or the HICN if you submitted the documentation with the

HICN.

¢ Use the “Rows per page” dropdown to increase the results per page.

e Sort by using the arrows next to the column headings.

o Filter using the “Type to Filter Results” box. (You can search for any information
appearing in the table, such as Confirmation Number or Submitted Date.)
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Status Codes:

¢ Received — The attachment has been submitted and is waiting for virus scanning.

e Pending — The Medical Documentation has been received. Medical Documentation
submissions will remain in Pending status. The Medical Review Targeted Probe and
Educate (TPE) findings will be returned on a new tracking number.

e Completed — The Medical Review findings are available to view.

e Not Accepted — The file was invalid or corrupt. Review the accepted file types and
resubmit.

Search Medical Documentation @ cuw || [ cancel m

Retults [201) T B o page | B0 W '.‘ 3| »

NOTE: Documentation remains in pending status even after our Medical Review staff has
reviewed it. For regular claim development responses, you will see the decision on your
remittance advice when the claim finalizes. To find the TPE decision, filter on Completed. You
will need to search for decisions rendered after you submitted the documentation. A decision is
normally rendered within 30 days after documentation is submitted. The response will be from
OBUSER in the Submitted By column. You will need to make sure the My Submissions Only
box is not checked when searching for a decision.

Step 3: Once you locate the record you wish to view, click the Eye icon for details.

You may also be able to view the documentation submitted by clicking the link under File Name.
(This option may not be available for some claims, especially those that are older.)

Medical Documentation | & Print B e | | Q, MW Search Dane |
PostPayment Detads

Submission Information
Confirmation Mumbser: Submitted By: obusen Submitted Date:

SEAlUE; Compleind

Infarmation Provided

Service Location (NPI): Region Service: J4 Provider Mo, (FTAN):
Probe Mo.:
Uploads T oees porpage | 10 W -
Renponad - Tranpacton 1D Socx fle_itat %
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Step 4: Actions also available on this page are:
e Print
o Back — takes the user back to the Search Medical Documentation page.
¢ New Search — takes you to the search by:
My Submissions Only
Confirmation #
Submitted By
Claim No.
o Patient Medicare No.
e Done - takes the user back to the landing page.

O O O O

176



WPS SNAP (Secure Net Access Portal) User Manual May 2025

Appeals
Appeal Submission and Search Overview

Providers who disagree with a Medicare claim determination generally have the right to appeal
Medicare’s decision on the claim. Information about the five levels of appeal and their respective
requirements is available in How to Appeal a Claim Determination
(https://www.wpsgha.com/guides-resources/view/661).

Providers can use the portal to submit first and second level appeals. A redetermination is the
first level of Medicare appeal and is performed by the Medicare Administrative Contractor
(MAC) that made the initial claim determination. A reconsideration is the second level of
Medicare appeal and is performed by contractors and entities that were not involved in the initial
claim determination or appeal. For claims processed by WPS, providers can use the portal to:

e Submit a redetermination request

e Submit a Part A reconsideration request

e Check the status and outcome of a portal-submitted redetermination

e Track a redetermination request submitted by mail or by fax

NOTE: In the WPS SNAP (Secure Net Access Portal) User Manual, the terms “appeal” and
“redetermination” are used interchangeably to refer to the first level appeal. The terms
“reconsideration” and “second level appeal” are used interchangeably to refer to the second
level appeal.
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Appeal Submission

Both Part A and Part B portal appeals begin by locating the claim in the portal using the Claim
Inquiry function.

Requesting a Part A Redetermination in the Portal

Before submitting a Part A appeal, review the following guidelines to ensure an appeal is
available to you and is appropriate for your situation:

Claims must be in a finalized location: PB9997, DB9997, RB9997, and MSP finalized
locations with PB75XX.
You must retrieve claims in an offline location (09998) before you can submit an appeal.
Offline retrieval takes a weekend cycle before the claim is online again.
Appeals submitted beyond the timely filing limit (within 120 days of the initial
determination) require an explanation for filing the appeal late. Please review the
acceptable reasons for filing a late appeal before submitting one.

o NOTE: Appeals submitted after 4:30 PM CT (5:30 PM ET) are considered to be

submitted the following business day.

Timely appeals for reason codes 56900, 7RAC1, 5RACG, 5RACH, 5RACK, and 5RACL
(claim or line level) will be forwarded to the Medical Review department to be complete
as a claim reopening. (Submitting as an appeal first is the correct action.)
You must bill all claim lines before submitting your appeal. You cannot add lines to a
claim after it has been reviewed and adjusted due to on a medical review.
If you have claim level denials that are also missing charges that need to be appealed,
include corrected UB claim form and a clear statement of what is exactly being added
within your appeal request details. The appeal statement should state what is being
appealed and why, as well as provide the detail of what is being added.
Claims or claim lines without an MR indicator that were denied due to missing
information or incorrect billing can be adjusted instead of being appealed. (When
available, it is to the provider’s benefit to adjust or resubmit a claim instead of appealing
it.)
If your claim was rejected (status location of RB9997) with an X in the tape-to-tape
indicator, you can resubmit your claim. This should be considered when missing or
incorrect billing caused the claim to reject.

Part A Claim Situations That Cannot Be Appealed in the Portal

The following types of claims cannot be appealed through the WPS Government Health
Administrators Portal or can only be appealed in limited situations:

You cannot appeal a claim with a cancel date.

Claims denied because they were not submitted timely (reason codes 39011 and 39012)
cannot be appealed. If you meet CMS’ definition of “good cause” for filing a late claim,
please work with the Claims department to have your claim processed.

Claims denied for reason code 30801 can only be appealed to the MAC if they are an
11X bill type and related to the two-midnight rule. Any other bill type and reason must be
appealed through the QIO (Quality Improvement Organization) that denied the claim.
Claims or line level denials with reason codes 7SMRO0O, 7SMR1, 7SMR4, and 7SMR6
cannot be appealed to the MAC. You must complete your reopening request with the
Supplemental Medical Review Contractor (SMRC) that denied the line/claim for records
not being received.

Claims with a status of T or S are not finalized claims and cannot be appealed.
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o If the claim is in status of T, make your corrections to the claim so it can continue
processing.
o Ifthe claimis in status of S, the MAC is working the edits internally and will
continue processing the claim after working the edits.
Steps for Submitting a Part A Portal Appeal
Once you confirm an appeal is appropriate, follow the steps below to submit your Part A appeal:

Step 1: Locate the claim you want to appeal and navigate to the Claim Actions section of the
claim details. Click the Request Redetermination button to begin the appeal.

&. DOWNLOAD REMIT I é REQUEST REDETERMINATION I j‘ CHECK PATIENT ELIGIBILITY

Step 2: Review the claim information to verify you are appealing the correct claim.

@ Request Redetermination | €1 Back | | €1 Clear Form | | Cancel |

File an Appeal

We do not accept Part A CERs through Portal.

Parta

Clairn level denials that are missing charges that also need appealed = Inclide corrected UB and clear statement of what is exactly being added within your appeal request details
Appeal statement should state what is being appealed and why, as well as provide the detail of what i3 being added

National Provider identifier (NPI): Date the Service or Item was Received:
Patient Medicare No. Practice Name: @
STATUS:
- M Forgplwd Pa=d
Beneficiary Name Practice Address:

Claim Humber (DCN):

Step 3: Indicate whether you are appealing the entire claim or certain line items.

Appealing*:
(@ Entire Claim () Claim Line Items
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If you are appealing certain claim line items, place a check mark next to the lines you are
appealing.

£ Deate HCPC Ko Linits Revenue Billed Cere. Units Mon-Cov Reason & Re

Oo0ao

00

Step 4: Indicate why you disagree with Medicare’s initial claim determination. You can also
provide additional information you want Medicare to consider when making the redetermination.

NOTE: If you are submitting your redetermination late (i.e., more than 120 days after the initial
determination), the portal will alert you that your appeal is late. It will also provide an additional
field where you can indicate your reason for filing a late appeal. You will only see this additional
field if it has been more than 120 since the initial determination.

@ Additional information Medicare should consider
I do not agree with the determination of this claim, my Initial Determination Notice Date: 01-26-2024 (120 days  additional information Medicare should congider

reasons are* past)

Step 5: Provide your contact information. Note that your name will be prepopulated from your
portal account.

Registrant Name * Requestors Relationship to Provider. *
Regisarant Ernail Address Line 1

Address Line 2 Ciny *

Stae: * Zip Code: *

Telephone Number
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Step 6: Indicate whether you have documentation to submit with your appeal. It must be
included with the redetermination request; you cannot submit it after you submit the request.

| have Evidence to Submit*

) ¥es (O Mo

B Youmust include the evidence at this time, it cannot be submitted after you submit this request

If you do have documentation to submit, click the Choose File button to upload it from your
computer. The file size cannot exceed 100 MB (102,400 KB) for Part A appeals. The portal
accepts the following document types:
e .docx
Xlsx
.pdf
Jrg
Jpeg
.gif
tif
tiff
.zip

If you have multiple documents to submit (up to 20 files), place them all in a single .zip file.
Remember to disable all password protection, macros, and external links before submitting the
documentation.

Attachmenis*
I} Accepted File Types: docx, wdsx, oif, jpg. jpeq tif, tiff, pdf, zip

@ individusl file size cannot excead 100 ME

@ This web site cannot accep s that have p i protection, macnros, of external bnks. If any pop-ups appear when the docurnent is opened, the system will

not be able to accept the a ent. Please disable any 5 of this type before attaching

&% UPLOAD FILE(S)
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Step 7: Review the disclosure statement and indicate if you agree to the terms. If you agree,
click the Review button to have the portal check your appeal for missing items. You can click the

Clear button to clear the information on the form or the Cancel button to exit the appeal without
submitting it.

| understand that acceptance means that | am an individual authorized to submit and electronically sign this request. Acceptance provides Medicare with and electronic

signature which is a5 legally binding as a pen and paper signature and is a reguirement of this

| agree to submit this request ugh the WPS Government Health Administrators Portal. | will not submit & duplicate request by telephone, email, mail, or fax

@ MOTICE: Anyane who misrepresents or falsifies essential information requested by this form may upon conviction be subject to fine or imprisonment
under Federal Law.

Step 8: Once portal reviews your appeal for missing items, click the Submit button to submit
your redetermination, the Edit button to make changes, or the Cancel button to exit the request
without submitting it.

NOTE: You cannot make any changes to your appeal once you submit it.

@ Attention: Your information has been successfully reviewed, to finalize your redetermination request, click the Submit button

| & ean | EEVETE

Step 9: The portal will display a confirmation message along with a tracking number. You can
print the information for your records or close the window.

Once we complete our redetermination, the portal will be able to provide the appeal decision,
but we will continue to mail your appeal decision letter.

rAppeaIs & FRINT # START ANOTHER DONE
SLDmIAed

=

Successfully Submitted!

Confirmation Number:

TRACKING NO:
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Requesting a Part B Redetermination in the Portal

The process for submitting a Part B redetermination is very similar to the Part A process of
appealing a claim.

e The claim must be finalized to request a redetermination. If a claim is approved to pay,
but not yet finalized, you must wait until Medicare issues a remittance advice (i.e., the
Claim Search shows a Check/EFT Number other than 000000000) to appeal any lines of
service on the claim.

e Ifaclaim is denied because requested documentation was not returned, Medicare may
forward the documentation to the appropriate department for handling. Medicare will
reopen the claim instead of processing a redetermination.

e You cannot appeal an unprocessable (rejected) claim. (Submit a new claim instead.)

e You cannot appeal a claim determination if you do not accept assignment on the claim.

e Claims that are W status or have been denied with EDIT 119D will either be rejected by
the portal or dismissed when the appeal is worked. See How to Appeal a Claim
Determination (https://www.wpsgha.com/guides-resources/view/661) for more
information on unprocessable (rejected) claims.

Steps for Submitting a Part B Portal Appeal

Step 1: Locate the claim you want to appeal and navigate to the Claim Actions section. Click
the Request Redetermination button to begin the appeal.

&, DOWNLOAD REMIT 2 REQUEST REDETERMINATION &F CHECK PATIENT ELIGIBILITY

Step 2: Review the claim information to verify you are appealing the correct claim.

@ Request Redetermination | & Back | & Clear Form | | Cancel
File an Appea L
National Provider Identifier (NP1): Date the Service or llem was Received:

Patieot Medicare No. Praclice Name: @

STATUS
Beneficiary Hame Praclice Address: oo

Claim Number (ICN):

Step 3: Indicate if you are appealing an overpayment decision. Section 935 of the Medicare
Modernization Act (MMA) requires Medicare contractors to halt overpayment recoupment if the
provider appeals the decision. Clicking Yes notifies Medicare to pause pending collection
activities until the redetermination is complete.

Request involves Overpayment™:

(O Yes () No
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Step 4: Select the lines of service you are appealing. The procedure codes are listed in the
order they appear on your remittance advice. If your claim has repeated procedure codes,
confirm you are appealing the correct lines of service.

Procedure Codes:

[] 10060 [ ] 10060

Step 5: Indicate why you disagree with Medicare’s initial claim determination. You can also
provide additional information you want Medicare to consider when making the redetermination,
such as your reasons for filing a late redetermination request.

@ Additional information Medicare should consider

1o not agree with the detesmination of this claim, my Initial Determination Nolice Date: 01-26-2024 (120 days  Additional information Medicare should consider
reasons are:* past)

Step 6: Provide your contact information. Note that your name will be prepopulated from your
portal account.

Registrant Name * Regquestor's Relationship to Provider. *

Regisarant Ernail Address Line 1

Aganess Line 2

State: * Zip Coge: *

Telephone Number

Step 7: Indicate whether you have documentation to submit with your appeal. It must be
included with the redetermination request; you cannot submit it after you submit the request.

If you do have documentation to submit, click the Choose File button to upload it from your

computer. The file size cannot exceed 100 MB (102,400 KB) for Part B redeterminations. The
portal accepts the following document types:
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e .docx
e Xlsx
e .pdf

* jpg

e .jpeg
o qif

o tif

o tiff

e .Zip

If you have multiple documents to submit (up to 20 files), place them all in a single .zip file.
Remember to disable all password protection, macros, and external links before submitting the
documentation.

I have Evidence to Submit*

o You must include the evidence at this time, it cannot be submitted after you submit this request

Step 8: Review the disclosure statement and indicate if you agree to the terms. If you agree,
click the Review button to have the portal check your request for missing items. You can click
the Clear button to clear the information on the form or the Cancel button to exit the appeal
without submitting it.

derstand that acceptance means that | am an individual authorized to submit and electronically sign this request. Acceptance provides Medicare with and electronic

sement of this request

signature which is a5 legally binding as a pen and pape

signature and is
| agree 1o submit this request '.il':-,l-J'l the WPS Government Health Administrators Portal. | will not submit & duplicate request by telephone, email, mail, or fax

My electronic signature means that the information is accurate and complete and that the necessary documnentation to support this request is on file and available
upan reguest

@ HOTICE: Anyone who misrepresents or falsifies essential information requested by this form may upon conviction be subject to fine or imprisonment

under Federal Law.

Step 9: Once portal reviews your appeal for missing items, click the Submit button to submit
your redetermination, the Edit button to make changes, or the Cancel button to exit the request
without submitting it.

NOTE: You cannot make any changes to your appeal once you submit it.

@ Attention: Your information has been successfully reviewed, to finalize your redetermination request, click the Submit button

| & Ean | Submit =
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Step 10: The portal will display a confirmation message along with a tracking number. You can
print the information for your records or close the window.

jﬂgp??ls & PRINT # sTART ANOTHER (B3 DOME

@

Successfully Submitted!

Confirmation Number

TRACKING MO:
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Submitting Additional Documentation for a Part A Redetermination or Reconsideration

Step 1: Navigate to Transactions and click the Appeal button.

&3 Transactions

[ Prior Authorizations I

{ Prior Auth Exemptions I

{ Claims I
[ Medical Documentation I
Appeals ﬂ

{Appeals-Reccnsiderations I

{ ACO REACH I

Step 2: On the Appeal Search page, click the Portal Submitted Appeals radio button

@ Appeals Search | € Clear | | % Cancel | m

(O Mon-Portal Submitted Appeals | (@ Portal Submitted Appeals ]

Once you are in the Appeals Search page, follow these steps to locate the details about a
portal-submitted appeal:

Step 3: You must begin your search by tracking number or a submission date range. To search
for a specific appeal enter one of the following and click the Search button.
e Service Location (NPI) — this will auto-populate the Practice Name and Address
Status
Appeal Number (this is for Part A Appeals only)
Medicare 1D
PTAN
Claim Number
Sub Category

eals Search € Clear Cancel
P

(O Mon-Portal Submitted Appeals (8 Portal Submitted Appeals

Sgtrassion To Date Fracticg Naene

Praslice Agdrets Liemecare ID
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Step 4: Once you locate your appeal, click the Eye icon under the Actions column to view the
Appeal.

Results (13)

Step 5: The redetermination/reconsideration will display, and you will need to scroll to the
bottom of the page and click the Attach Additional Documentation button.

Attach Additional Documentation

File names cannot be more than 100 characters in length
@ Avcepred File Types: docx, shex, oif, jpg, jpeg, tif, uff. paf, zip
@ Individual file size cannot exceed 100 MB

@ Thiz web site cannot accept attachments that have password protection, macros, of extemal links. If any pop-ups appear when the document is openad, the system will not be
able to accept the attachment. Please disable any settings of this type before attaching

&3 UPLOAD FILE(S)

Step 6: To upload your additional documentation, click on the Upload Files bar to locate your
files on your computer. The file size cannot exceed 100 MB (102,400 KB) for Part A appeals.
The portal accepts the following document types:

e .docx
e Xlsx
e .pdf

* jpg

e .jpeg
o qif

o tif

o tiff

e .Zip

Step 7: Once your Files have been uploaded, they will display for your verification. Once all new
files have been uploaded click the Submit.

Attach Additional Documentation

@ File names cannot be more than 100 characters in length
@ Accepted File Types: docx, xbsx, gif, jpg. jpeq, tif, tiff, pdf, zip
@ individual file size cannot exceed 100 MB

@ This web site cannot Scospt ATIACHMERTS That Rave password protection, macros, or external links. If any pop-ups Bppear when the document is opantd, the system will not be
able to accept the amachment Please disable any settings of this type before amaching

€% UPLOAD FILE(S)
. doc tesid.docx
Clear Antachments |I Submit I
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Step 8: You will receive a message that the documents have been successfully submitted.

You have successiully submitted these additional documents:
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Checking the Status of Appeals Submitted Via the Portal

Providers can find the status and outcome of appeals (redeterminations) submitted through the
portal.

Step 1: Navigate to Transactions and click the Appeal button.

&5 Transactions

[ Prior Authorizations ‘

[ Prior Auth Exemptions ‘
[ Claims ‘

I Medical Documentation ‘

.

IAppeals-Reconsiderations ‘

I ACO REACH ‘

Step 2: On the Appeal Search page, click the Portal Submitted Appeals radio button.

@ Appeals Search | € clear | [ X cancer | m

(O Nom-Portal Submitted Appeals l (@) Portal Submitted Appeals I
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Once you are in the Appeals Search page, follow these steps to locate the details about a
portal-submitted appeal:

Step 3: You must begin your search by tracking number or a submission date range. To search
for a specific appeal enter one of the following and click the Search button.
e Service Location (NPI) — this will auto-populate the Practice Name and Address
Status
Appeal Number (this is for Part A Appeals only)
Medicare 1D
PTAN
Claim Number
Sub Category

@ Appeals Search | @ ciear | | X cance m

C} Non-Portal Submitted Appeals @ Portal Submitted Appeals

e Service Location (RP1) Status PTAN

Results (2) T oW [pE pagE w

Step 4: To narrow the search results, click the Filter Results link. (Note that you must perform
an initial Category search before you can select filter).

Step 5: Once you locate your appeal, click the Eye icon under Actions to see more details about
the appeal.

Rown par page 0 w -
Results (1) Y

Showing 1-1 of 1 records
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Information Available for a Portal-Submitted Appeal

After clicking the icon, the top section of the page will provide details about your claim and the
appeal. Due to the differences between Part A and Part B appeals, the information provided in
this section will differ depending on if the appeal is for a Part A or Part B claim. The information
available includes the following:

o Tracking number — This number is used to track the case within the portal

o Appeal Type — Level of Appeal (Part A only)

e Bene name — The name of the patient

e Appeal status — The current status of the appeal

e Medicare ID — The patient’'s Medicare Beneficiary Identifier (MBI) or Health Insurance
Claim Number (HICN)

e Decision date — The date we made our decision on the redetermination, if the
redetermination is complete

e NPI - The billing provider's NPI

e Claim number — The claim number (ICN/DCN) of the claim you appealed

e Practice name — The name of the billing provider or facility

e MAS (Medicare Appeals System) Appeal Number — The number used to identify the

appeal within the MAS system (Part A only)

e CCN (Correspondence Control Number) — The tracking number used to identify the
appeal request in the claims processing system (Part B only)

« Decision date — The date we made our decision on the redetermination, if the
redetermination is complete

Part A Appeal Information

-_APPEﬂls | ﬁ Print | | 8 Back | | O, Mew Seareh | | Dose
Details - Portal Subdmitte

&1 Details (Part &)

Tracking Mo.: Appeal Type: Level 1 R

Bene Name: Appeal Status: @
Medicare ID: Decision Date: 06172024 DL
NPI: Claim No.: avonas

Practice Mame: MAS Appeal Number:

Note: The Part A Redetermination letter retrieval pulls letters back from a CMS third party
source. If you see the below error message when attempting to review a letter, it is not an error.
The letter that was created has an error in the file and is not viewable in the portal, decision
letters are still being mailed to the address we have on file.

MAS-S-ERR-183 — “Your Appeal Number” does not contain a completed decision letter.”
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Part B Appeal Information

Appeals

Ceetails - Portal Submitied

’ ﬁ Prist | | €& Back | | 'D\ M#w Seareh | | Dane

B  Details (Part B)

Tracking Mo.: Appeal Status: in Process

Claim Mo.: Decision Date:

NP: Bene Name: T
Practice Name: Madicare ID:

CCH:

The appeals decision (if the appeal is complete) is below the details. It may also include links to
other important information related to your appeal, such as information about further appeal
rights.

B Decision

Decision: Parially Favorable

B view pesision Latter

(D) & copy of this letter has been sent 1 the beneficiary nated in this appeal

(D) Tolearn more about Second Level appeal Rights, click here

Additional information about the appeal is located below the decision. If you submitted
documentation to support your appeal, you can view the file that was submitted by clicking the
link in the Attachments section at the bottom.

a Appeals Information

| Do Mot Agree With The Determination Of My Claim. My Reasons Are: Testing with excel file
Additional Information Medicare Should Consider:
Reason For Mot Making Request Earlier: test

State Service Was Performed In: i Date(s) the service or item was received: 03-10-2021
Date Of Initial Determination Notice: 02202021 Date Signed: June 12, 2024 03:34 PM

Requesters Signature: Requester's Address:

Requester's Relationship To Provider/Beneficiary: Biller Evidence Submission: ves

Requester's Telephone Number:

= Attachments

An important note about Part B dismissal letters: To determine the reason a Part B
redetermination was dismissed, look for the statement, “Your request has been dismissed
because,” which will be followed by the reason your appeal was dismissed.
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Checking the Status of Appeals Submitted by Mail or Fax

Providers can use the portal to check the status of a redetermination request even if the request
was not submitted through the portal. Status information is usually available within 15 days of
the day we receive the redetermination request.

Checking the Status of Appeals Submitted Outside the Portal

For redeterminations submitted outside the portal (i.e., by mail or fax), providers can search for

an Appeal by clicking on the Appeals button under the Transactions card.

&5 Transactions

I Prior Authorizations ‘

I Prior Auth Exemptions ‘

[ Claims ‘
[ Medical Documentation ‘
[ Appeals ‘

IAppeals-Recunsiderations ‘

[ ACO REACH ‘

On the Appeal Search screen, select the Non-Portal Submitted Appeals radio dial and enter the
following details about the claim you appealed:

e Service Location (NPI)

e Patient’s Medicare number

e Patient’s first initial and last name

e Claim number (Part B claims only) OR date of service (Part A or Part B claims)

& Appeals Search | A ciear Bl cancel m

® Non-Portal Submitted Appeals (O Portal Submitted Appeals

Praclice hame

Click the Search button to search for the claim(s) meeting the selected criteria. The results
appear on the Appeal Results page. Note that the portal displays Part A and Part B results
differently.
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Search Results for Part A Mail/Fax Appeals

For Part A appeals, the portal will display any available information on the Appeal Results page.
For further information about the appeal, see the redetermination outcome letter that Medicare
will mail to your office. Click on the eye icon under Actions and see the appeal decision and
decision letter, if available.

Results (52) T Rows perpage: | 10 | | € 3] 4 n 63

Rizoeipd Date Stabes 4 Decizeon Dale

Showing 41:50 of 52 records cllrv)jz|l8]4 & >
Search Results for Part B Mail/Fax Appeals

For Part B claims, the portal will display information like claim inquiry results. If you searched
using the date of service, you may see multiple claims listed in the results. Click on the claim
number you appealed to see any available appeal details.

Part B Redetermination Request Received

If Medicare has a record of receiving a redetermination request on the claim you selected, the
portal will provide the following additional details:
o Correspondence Control Number (CCN)
Adjustment claim number (if the claim was adjusted)
Correspondence type
Receipt date of the redetermination
Status of redetermination
Decision date
Decision
Actions

If Medicare adjusted the claim because of the redetermination decision, click the actions icon to
check the status of the adjusted claim.

Results (1) T Rows poe page: | 10w B

Comespondence Control Murmibes Adustiment Claim Mumber  Comespondence Type Receipt Date
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No Part B Redetermination Request Received

If Medicare has no record of receiving a redetermination request on the claim number, the portal
will display a message stating there are no correspondence records for the selected claim
number:

(D) No Correspondence Records found for selected Claim Number.

It is important to remember that this message only applies to the specific claim selected. If you
are unable to locate an appeal you've submitted, be sure to search using the date of service
and check for duplicate claims. Occasionally, we may link a redetermination request to a
different claim number than the one listed in your request. Medicare will process the
redetermination on the appropriate claim according to Medicare guidelines.
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Requesting a Part A Reconsideration from a Level 1 Appeal (Redetermination)

The following types of redeterminations are not available for a reconsideration through the

portal:
o Favorable redetermination.
e Closed as misrouted

e Any claim that has not had a completed Level 1 Appeal done on it.

Steps for Submitting a Part A Reconsideration (from a Level 1 Appeal) via the Appeals

button
Step 1: Click on the Appeals button under the Transactions card.

B3 Transactions

[ Prior Authorizations l

l Prior Auth Exemptions l
[ Claims l

l Medical Documentation l

Appeals
Appeals-Reconsiderations

[ ACO REACH ]

Step 2: Using the below search criteria find your Level 1 Appeal.

Portal Submitted Appeals:

Appeals Search

(O won-Portal Submitted Appeals (@) Portal Submitted Appeals
a b
Fractice Naene
a
Practios Adcrets Medecare IC

Non-Portal Submitted Appeals:

@ Appeals Search
@ Naon-Portal Submitted Appeals f_} Portal Submitted Appeals

Servics Location (NPTE Patant Medcew Number
Fracnow Hana Eirar Imvmal *

Frishin Addredd LEi T
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Step 3: Click on the Eye icon to open the Level 1 Appeal.

Results (13)

ceal Reguest

Py

T A Appadl Reguest

P

T & Agpeal Heguen

Step 4: Click on the Submit Reconsideration button.

Appeals

Details - Portal Submitted

(8] (@] (R ass ) (@]

[® Details (Part A)

Tracking No. Appeal Type: Level 1 Redetermination
Bene Name: Appeal Status: Closed ®
Medicare 1D: Decision Date: 07032024

" WON
NPI: Claim No.: OFRORARE
Practice Name: MAS Appeal Number:

Decision
Decision: Unfavorable

o A copy of this letter has been sent 10 the beneficiary noted in this appeal

@ Tolearn more about Second Level Appeal Rights, click here.

[® Appeals Information

1 Do Not Agree With The Determination Of My Claim. My Reasons Are:
Additional Information Medicare Should Consider:
Reason For Not Making Request Earlier:

State Service Was Performed In: IN

Date Of Initial Determination Notice: 08-07-2023
Requesters Signature:

Requester's Relationship To Provider/Beneficiary: Biller
Requester’s Telephone Number:

GP  Attachments

(@ Noamachments were found for this appeal

Date(s) the service or item was received: 07-30-2023
Date Signed:

Requester’s Address:

Evidence Submission: No
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Step 5: Indicate whether you are appealing the entire claim or certain line items.

Appealing*:

@ Entire Claim () Claim Line ltems

If you are appealing certain claim line items, place a check mark next to the lines you are
appealing.

# Daate HCPC Mo Unils Reverse Billed Cov. Units MNon-Cov Feason & Re..

agaad

00

Step 6: Indicate why you disagree with Medicare’s initial claim determination. You can also
provide additional information you want Medicare to consider when making the redetermination.

NOTE: If you are submitting your redetermination late (i.e., more than 120 days after the initial
determination), the portal will alert you that your appeal is late. It will also provide an additional
field where you can indicate your reason for filing a late appeal. You will only see this additional
field if it has been more than 120 since the initial determination.

@ Additional information Medicare should consider
I do ot agree with the determination of this claim, my Initial Determination Nolice Date: 01-26-2024 (120 days  Additional infermation Medicare should consider

Feasons ane™ past)

ut reason for late filing

Step 7: Provide your contact information. Note that your name will be prepopulated from your
portal account.

Registrant Name * Requestors Relationship to Provider. *

Regisrant Ernail Address Line 1

Address Line 2 Sty *
State: * ZipCode: *

Telephone Number
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Step 8: Indicate whether you have documentation to submit with your appeal. It must be
included with the redetermination request; you cannot submit it after you submit the request.

| have Evidence to Submit*

() ves (O Mo

@ You must include the evidence at this time, it cannot be submitted after you submit this request

If you do have documentation to submit, click the Choose File button to upload it from your
computer. The file size cannot exceed 100 MB (102,400 KB) for Part A appeals. The portal
accepts the following document types:
e .docx
Xlsx
.pdf
Jrg
Jpeg
.gif
tif
tiff
.zip

If you have multiple documents to submit (up to 20 files), place them all in a single .zip file.
Remember to disable all password protection, macros, and external links before submitting the
documentation.

Attachments*
i} Accepled File Types: docx, xsx, gif, jpg, jpeq tif. tiff, pdf, zip
@ individual file size cannot excesd 100 MB

n This web site cannot accept attachments that have password protection, macros, or external links. If any pop-ups appear when the docurment is opened, the system will

not be able to accept the attachment. Please disable any settings of this type before attaching

&3 UPLOAD FILE(S)
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Step 9: Review the disclosure statement and indicate if you agree to the terms. If you agree,
click the Review button to have the portal check your appeal for missing items. You can click the

Clear button to clear the information on the form or the Cancel button to exit the appeal without
submitting it.

| understand that acceptance means that | am an individual authorized to submit and electronically sign this request. Acceptance provides Medicare with and electronic

signature which is a5 legally binding as a pen and paper signature and is a reguirement of this

| agree to submit this request ugh the WPS Government Health Administrators Portal. | will not submit & duplicate request by telephone, email, mail, or fax

o MOTICE: Anyane who misrépresents or falsifies essential information requested by this form may upon conviction be subject 1o fine or

under Federal Law.

miprisonment

Step 10: Once portal reviews your appeal for missing items, click the Submit button to submit
your redetermination, the Edit button to make changes, or the Cancel button to exit the request
without submitting it.

NOTE: You cannot make any changes to your appeal once you submit it.

@ Attention: Your information has been successfully reviewed, to finalize your redetermination request, click the Submit button

| & ean | EEVETE

Step 11: The portal will display a confirmation message along with a tracking number. You can
print the information for your records or close the window.

Once we complete our redetermination, the portal will be able to provide the appeal decision,
but we will continue to mail your appeal decision letter.

rAppeaIs & FRINT # START ANOTHER DONE
SLDmIAed

=

Successfully Submitted!

Confirmation Number:

TRACKING NO:
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Appeals-Reconsiderations

Providers can find the status and outcome of appeals reconsiderations submitted through the
portal.

Step 1: Navigate to Transactions and click the Appeals-Reconsiderations button.

€5 Transactions

[ Prior Authorizations l

[ Prior Auth Exemptions l

[ Claims ]

[ Medical Documentation ]

Appeals

Appeals-Reconsiderations

ACO REACH

Step 2: On the Appeals-Reconsiderations Search page, click the appropriate radio button for
either Portal Reconsideration Appeals or Non-Portal Reconsideration Appeals.

@ Appeals - Reconsideration Search | @ cleas | | B cones m

I:-_‘] Her-Portal Reconsideration Appeals @ Portal Reconsidération Appeals

Once you are in the Appeals-Reconsiderations Search page, follow these steps to locate the
details about a portal-submitted appeal:

Step 3: Using the below search criteria, locate the correct appeal reconsideration.

Portal Reconsideration Appeals:

@ Appeals - Reconsideration Search Q ciow | [ BB conee | m

i
o
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Non-Portal Reconsideration Appeals:

@ Appeals - Reconsideration Search Q ciexr | | B conce m

B Partal T FARCA AR P ' 1 B AAiceration ARy P
@ Hon-Portal Recondideration Appeals ,__:l Porisl Reconsideration Appeals

Step 4: Once you locate your appeal, click the Eye icon under Actions to see more details about
the appeal reconsideration.

Trackang Humibe Suh Category Clairn Murmber Moo 10 Sratim Subrre=ed Dute Actiorm

Information Available for a Portal-Submitted Appeal
After clicking the icon, the top section of the page will provide details about your claim and the

appeal. The information available includes the following:
e Tracking number — This number is used to track the case within the portal

e Appeal Type — Level of Appeal (Part A only)

e Bene name — The name of the patient

e Appeal status — The current status of the appeal

e Medicare ID — The patient’'s Medicare Beneficiary Identifier (MBI) or Health Insurance
Claim Number (HICN)

¢ Decision date — The date we made our decision on the redetermination, if the
redetermination is complete

e NPI —The billing provider's NPI

e Claim number — The claim number (ICN/DCN) of the claim you appealed

e Practice name — The name of the billing provider or facility

e MAS (Medicare Appeals System) Appeal Number — The number used to identify the

appeal within the MAS system (Part A only)
o Level 1 MAS (Medicare Appeals System) Appeal Number — The number that was used
to identify the appeal within the MAS system when first submitted

A § e || @t | Q remieeer | 8@ o |

B Dotils (Part &)

Tracking Mo.: Appaal Type: Pem & Spoeal Level 2

Bere Hama: Appaal Stalug: Reouested —
Medicane ID: Decision Date: et
HP: Claim Mo.

Piactice Mame: MAS Appeal Numbe::

Level 1 MAS Appeal Humibser:
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The appeals decision (if the appeal is complete) is below the details. It may also include links to
other important information related to your appeal, such as information about further appeal
rights.

B Decision

Deciglon:

E) To lemm mone about Second Level Appeal Rights, chck hese

Additional information about the appeal is located below the decision. If you submitted
documentation to support your appeal, you can view the file that was submitted by clicking the
link in the Attachments section at the bottom.

B appeals Infarmation

| Do Mot Agres With The Delermination Of My Claim. My Reasons Are:
Additional information Medicare Should Consider:
Reason For Mot Making Request Earlier:

State Service Was Performed In; Dalels) the service or item was received: 03
Date Of Initial Delermination Notice: Dale Signed: September 13, 2024 08:34 &M
Requesiers Signature: Requester's Address:

Requesier's Relationship To ProviderBeneficiary: Evidence Submission:

Requesier's Telephane Humber:
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ACO REACH

The ACO REACH Search function allows you access to fields on the Provider Participation files
associated with ACO REACH demonstrations.

Step 1: Navigate to the ACO Reach button under the Transactions card.

&5 Transactions

Prior Authorizations

Prior Auth Exemptions

Claims

®H &

Medical Documentation

Appeals

Appeals-Reconsiderations

ACO REACH

Step 2: Enter your NPI. The PTAN and TIN will auto-fill based on your NPI selection. Then click
Search.

® ACO REACH Search [@ cewr | [ B cancer | m

ACO REACH Search Actions

Service Location (NPI):*
PTAN

Tax Identification Number (TIN)
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Step 3: If there are records to display, they will display in the grid with the following information:

e ACOID
e Status
e Start Date
e End Date
e Actions
— Type to Filter Results N I
Results (14) | Y | Rows per page: [ 10 v | 2y
ACOID Status Start Date End Date Actions
Active 01-01-2023 12-31-2023 @
Active 01-01-2014 12-31-2014 @
Active 01-01-2015 12-31-2015 @
Active 01-01-2016 12-31-2016 @
Active 01-01-2017 12-31-2017 @
Active 01-01-2018 12-31-2018 @
Active 01-01-2018 12-31-2018 @
Active 01-01-2019 12-31-2019 @
Active 01-01-2018 12-31-2018 @
Active 01-01-2019 12-31-2019 @
Showing 1-10 of 14 records. 2 >

Step 4: To see the details of the ACO Reach record, click on the eye icon under the Actions
column.

~ Type to Filter Results

Results (1 4) | Y | Rows per page: | 10 v| 2>
ACO ID Status Start Date End Date Actions
Active 01-01-2023 12-31-2023

The following will display in the Details:

e NPI

¢ PTAN

e ACOID

e Start Date
e End Date

e Create Date

e Update Date

e Decision Date

e Last Process Date
o Justification

e Claims Cap

e Percentage

e Percentage 2

e Model ID
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Step 5: Additional actions available:

o Print

e Back (go back to the results grid)
e New Search

e Done (go back to the home page)

ACO REACH I ﬁ Print l I € Back l I Q_ New Search I I Done

Details

Details (Part B)

National Provider Identifier (NPI) PTAN
ACOID Justification
Start Date 01-01-2023 Claims Cap
End Date 12-31-2023 Percentage
Create Date 07-18-2024 Percentage 2
Update Date Model ID

o Active
Decision Date

Last Process Date
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Finance

Refunds

New Refund

Before submitting a refund, you will need to gather your group’s banking information. The
information must match the banking information on your group’s Electronic Funds Transfer
(EFT) Authorization Agreement (CMS-588). You cannot submit alternate banking information
when completing a refund.

To submit a new Refund, navigate to the Finance section and click on the + next to the Refund
button.

B Finance

[ Refunds ‘

I Receipts

I Payment Status

| |
I Overpayments ‘
|
|

[ AP Holds

Step 1: Select your NPI, PTAN, and enter your Tax ID. Click the Validate button.

Refunds €1 Clear Form | | Bl cancel
Start Mew Refund L

Section 1: Provider Information ~

| Validate |
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Step 2: Enter your banking information. The information must match the information on the
Electronic Funds Transfer (EFT) Authorization Agreement (CMS-588) filed with Medicare. Also
enter the amount you are refunding to Medicare. Click the Validate button.

Section 2: Bank Withdraw Information

@) IMPORTANT: Three failed attempts to enter correct data in the
Bank Withdrawal Information section will block users from using
this feature of the WPS Government Health Administrators Portal
for 24 hours. Please verify information before pressing Validate
button

EFT Bank Routing Number *

EFT Bank Account Mumber *

| Validate |

Step 3: Indicate if Medicare requested the refund. Depending on your answer, you will need to
provide additional details about the refund.

Did Medicare request this refund?

(O Yes (@ No

If you answered “Yes,” meaning Medicare did request the refund, you will need to indicate if
the refund is related to a Medicare Secondary Payer (MSP) issue. You will also need to provide
the demand letter number, the accounts receivable (A/R) number, or other details to allow
Medicare to match your eRefund to the overpayment in Medicare’s records.

Did Medicare request this refund?
® Yes (O No
This refund is:

@® MsSP (O Non-MSP

Please provide one of the following values:

Demand Letter Number *
Account Receivable Number *

Additional Provider Comments
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If you answered “No,” meaning you are submitting a voluntary refund, you need to indicate the
reason for the refund, the patient and claim information, and whether the refund is related to an
MSP issue. You can also provide additional comments, if necessary. Once all information is
entered, click the Review button.

Did Medicare request this refund?
(O Yes (@ No

Reason for Voluntary Refund

O Corporate Integrity Agreement
(O OIG Self Disclosure Program

(® Not Applicable

Patient’s First Name *
Patient’s Last Name *
Patient's Medicare Mumber *
Claim Number *

Date Of Service: *
mmSdd/yyyy (|

This refund is:

@® MsP (O Non-MSP

Reason For Refund: *

Additional Provider Comments

Step 4: After clicking the Review button, verify the information is accurate and complete, then
click the Submit button to submit the eRefund, the Edit button to go back and make changes, or
the Cancel button to exit the eRefund process.

x| - || e
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Once you successfully submit your eRefund, the portal will provide a tracking control number
(TCN), Refund receipt number and all the details of the eRefund. (You can use this information
if you need to search for your eRefund later.) You can select the Print button to print the details,
Start Another button if you need to submit another eRefund or Done to exit out of the eRefund
feature.

Refunds | = Prim I [ # stant Another J I Dane I

Submitted

Successfully Submitted!

Your Refund Request has been successiully submitted

Payment TCN ] Refund Receipt 0

[B  Retund Details
Losgin: 1D EFT Bank Rouling Ho: Pakhent's First Hamve:
Hama: EFT Bank Acoount Mac Patient's Last Hame:
Phone: Refund Amount Patient's Medicane Mumber:
eMail: Medicare Requested? ho Claim Mumber:
NP Rufund is: NonhSP Date of Sevice:
FTAN: Tax 10: Darmaned Laftler Hurmibes:
Resgion: 48 Woluntary Refund Reason: Corposate ntegrty Agresment

Additional Provider Comments:

Searching for an eRefund
You can use the portal to search for refunds previously submitted in the portal.

Step 1: Select Refunds button under the Finance card.

B Finance

I Refunds I
Receipts

[ Overpayments ]
[ Payment Status ]
| AP Holds |
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Step 2: Select your group NPI, PTAN, and enter the Tax ID (TIN) on the Search Medicare
Refunds page.

Search Medicare Refunds @ clear | | ] cancel m

After entering your group’s information, select your search criteria and enter the required data:
e Payment Date
o Refund Payment Date Range (Start)
o Refund Payment Date Range (End)
Demand letter number
Accounts receivable number
Refund amount
Tracking control number (TCN)
Beneficiary and claim information, which requires all the following items:
o Patient’s Medicare number
o Patient’s first initial and last name
o Date of service
o Claim number

Select search eriteria:

() Payment Date () Beneficiary
() Demand Letter Number () TCN
() AR Number () Refund Amount

Step 3: After clicking the Search Entries button, the results page will load showing any results
that matched the search. The list of results will always display the following:

e TCN

o Refund Date

e Refund Amount

o Status

If applicable, the results will also display:
e Demand Letter
Accounts Receivable (A/R) Number
Patient’'s Name
Service Date
Claim Number
Patient’'s Medicare Number
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Results (1) y sosperpore [0 | < [}

Dermand Let AR Number Patiern F Pat Senase Dane (=D T Medcae M Actisd

OLI6AIT  464T Fecoraied 10012021

Ehowing 1-1 of 1 recoeds

From the results page click on the Eye Icon under the Actions column to see the details of the
refund. Also available:

e Choose the View Claim link to export the list to Excel for saving.

¢ Print Results.

e Go back to the search page.

e Perform a new search.

e Click Done to be taken back to the Home page.

Medicare eRefund Details | View Claim H & Print J | Back | I Q, ew Search H Dame I

el
&} Refund indormation

ToH: Submitbed Datbe: Refund Aemount:

[E Submitier Informanion

HIPM Musnber; PTAMN Musmnber; Tax D Number;

Ragion: v Apply Refund woPart AB: 2

This Refund s tice-aeis Feason for Mon-MSP Refund: " Siedica Mecessisy Rearson for Voluntary Refund: «

[} Medicare Request Informatian

Dueruanied Letuir Munabesd: Actoints Recenabbe Humber: This Refunad 5: rom1052

B Patiernt Claim Information

Fateeei's Mana: Dt of Service: Classmy Mussilsier”

PatienTs Medicans Number: 3376548704
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Receipts

On the Search Medicare Receipts page, you can search for receipts submitted by any method
(eRefund, wire payment, paper check), search for eRefunds submitted in the portal, or submit a
new eRefund.

Receipt Search

Step 1: Navigate to the Finance heading and click on the Receipts button. The Search

Medicare Receipts page will open.

B Finance

Refunds

Receipts

[ Overpayments ]

[ Payment Status ]

[ AP Holds 6] ‘

Step 2: Select your group’s NPI from the dropdown and select and enter one criterion: the
Receipt Number, the Receipt Amount, or the Received date range. The Received date is the
date the check was received by WPS. Click Search.

Search Medicare Receipts @ Clear | ¥ Cancel m

Select search criteria:

(® Receipt Number () Receipt Amount

(O Receipt Date

Heceipt Number *

OR
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Select search criteria:

(O Receipt Number (@ Receipt Amount

(O Receipt Date

Receipt Amount®

OR

Select search criteria:

(O Receipt Number () Receipt Amount

(® Receipt Date

Receipt Date Range (Start): *
mim, dd /yyyy ]

Receipt Date Range (To):
mim/ dd Fyyyy (]

Step 3: After clicking Search, the results page will load showing any results that matched the
search. The list of results will always display the following:

e Receipt Number
Receive Date

[ ]

e Status

e Amount

e« PTAN

e Actions
Results (1) v sompersage: (10 ] < [}
Recespt Nurmbsey Receree Date Sratus Amount PTAN ACTONS

Unapplied = L &

Step 4: To see the details of the Receipt, under Actions, click the eye icon.
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Receipts Details I & Print

. B eack H Q_ New Search Il B pone |

E Provides

Provider Humbes:

E]  Receipt Information

Mumbsar: Applied Amount: 50000 Unapplied Amount: 3000

Total Amount: 50000 Received Date:

From the results page, you can:
e Choose the New Search button to start a new search.
e Choose the Print button to print the details page.
e Choose the Back button to go back to the Results page.
e Choose the Done button to go back to the Home page.
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Overpayments

The Overpayment Search allows you to access claim and overpayment information. You can
search for a Medicare overpayment by the demand letter number, transaction number, or claim
number.

Accessing Overpayment Search

Under the Finance card, click on the Overpayments button.

B Finance

[ Refunds ‘

[ Receipts ‘

Overpayments

I Payment Status ‘

[ AP Holds ‘

Overpayment Search Using the Letter Number

Searching by the letter number will provide information for all overpayments included in the
demand letter. Searching by the transaction or claim number will return information for the
single transaction/claim.

Step 1: Once on the Overpayment Search page, select your Service Location (NPI) from the
dropdown box. Depending on the number of NPIs you have access to, this may be pre-selected.

Step 2: Enter your letter number in the Letter Number field and then click Search. A demand

letter may include multiple overpayments. Searching by the letter number will provide
information for all overpayments included in the demand letter.
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Search Overpayments | L | | O, Mew Bewsh | | @ cles I [ﬂ Cangel | m

Overpayment Search Actions

[T T 2 o 1 = Hlal '] v 1] ralty Gt
i sl acqiwileet and e ad pusnrnes oy b g respreid 30 vl Dinrmen gl e e o @ revigiceng balae s, pligris yse orss of The o) COr e B @i Tha Cree pgn el
.

»  gRelind- Sebiit fans Peugh P e-Betund T
+ [Regues]immediale Becoupimen]: fequrs? ta offtel the cverpay & 1 ymery
= ERE imioimanon an v Extendes Repaymen S
«  |kailing Paymenl Frowiders may chocse 10 submi ther checks v mai
L The Cra@ s el Siarcm b birvm ind0a Mation relted 50 BpeCif Cirpayment Geemdeed lether, e rpd el raniact
= [ o
-
I|..-.'-I -~ - I

The information returned includes:
e Original Principal Amount
e Principal Activity Amount
e Principal Balance
¢ Interest Accrued to Date
e Interest Activity Amount
e Interest Balance
e Original Fee Amount
e Fee Activity Amount
e Fee Balance
e Total Balance

Individual overpayment (transaction) information is located below the demand letter details.

B Activity Details

Original Principal Amount: $157 £ Prircipsl Activity Amount: [5-357 62 Priecipal Balance: 501 00
Irmerein Aaorued To Duee: 30 0 I it Aty Aot 50 06 Inneredn Balance S0 00
Drwgingd Fee dmegant 50 11 Fee Rotiviry dmaunt: 50 00 Few Buslamce: 50 00

Totsl Balance: 50 00

Transactions

Results (5) T Hamnper page: | 10 % '

Tranassction Murmitss Oeigirall Principall Amourt

i 0000 =
NH0E S0
srmm 50000

Shawing 1:5 ol §ieconds
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Step 3: Click the eye icon in the Actions column to see details about each overpayment.

Overpayments & e || @ v | | L b Swarch | Boms |
Temrsscton Detsds L

Transaction Mumbar; Trarsaction Date: 071772009 Opan Or Closed: Closed

Status: NIT Status Date: 0717/ 2019 938 Eligible D o

Reason Code: PO Discovery Code: PO Claim adjustmentl):ves

Clasm Numbaer; Benaficlary Name

Date of Service - From: 03008/201% Date of Service - To: 05/087201%

Prncigal I arsar Fasa Lsut Actwiny Dass
ragnal Amount i &3 1 Burlrafy
e Ll
[Treem— T
Collactiana 0. 053
A W
Feen o
Current: Ba'ance 50 03 065
Adjrsiment Amsdant; 0000
Collection Amourt: L0000
Recoupmaent Amount: (54483
Bt 1

Activities e g | 13 .

Showang 102 of 2 recon
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Overpayment Search by Transaction Number or Claim Number

You can perform an overpayment search by the transaction number (invoice number) or claim
number. You can locate these numbers in the final page(s) of the demand letter.

Search Overpayments o | | Q) e ow | | @ ces | [« | m

Overpayment Search Actipas

«  gRefund

+ [Eegues] nmediale Becoupininl fequeit o offtel T cverpayment fas g soecific letter or
+  ERS o s Dutended Bepamen feoheduis o
«  Mailing Payment-

NOTE: Medicare uses some terms interchangeably on the demand letter and in financial
transactions. The following terms are types of Financial Control Numbers (FCNs):

e A “claim number” (claim no.) is based on the original claim’s Internal Control Number
(ICN) or Document Control Number (DCN) (or, if the claim has been adjusted multiple
times, the claim that was adjusted to create the overpayment).

o The Part A claim number may be the same as the DCN, or it could be the same
DCN number followed by different letters.

o The Part B claim number is a 15-digit number consisting of a two-digit code
followed by the 13-digit ICN.

¢ “Transaction number” is used interchangeably with “invoice number.” It is based on the
ICN/DCN of the adjusted claim that resulted in the current overpayment.

o The Part A transaction number is like the original DCN but followed by different
letters.

o The Part B transaction number/invoice number is a 15-digit number consisting of
a two-digit code followed by the 13-digit adjusted ICN.
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Overpaymaents & priae Q vk || O bemtearch || B tome |
Transactbon Number Trargaction Date: 07/17/2019 Opan Or Clogad: Closed
Status: INIT Stalus Date: 07/17/2019 935 Eligible (D b
Reasan Code: PO Discovery Code 2] Claim .ﬁ.d]l.rnrnmt@:u-".
Claém Numbaer: Benaficlary Name
Date of Service - From: 05/08/201% Date of Service - To: 05/08/2071%
Principal Irmereat Fess Lawt Activity Date.

Current Balance pol pol-]

Adjusiment Amoant:
Collection Amount:
Recoupment Amount:

SR |
Activities

Btratty Nurrbe Tkl ity Aemcurs Airiy e Birty A Rinrty On

Searching by the transaction number or claim number, or clicking the View More Info link when
viewing the demand letter details, will return the following information:
e Transaction Number
Transaction Date
Open or Closed
Status
Status Date
935 Eligible — Yes or No
Reason Code
Discovery Code
Claim Adjustment — Yes or No
Claim Number
Beneficiary Name
Date of Service — From
Date of Service — To
Original Amount (Principal, Interest, Fees, Last Activity)
Interest Accrual (Principal, Interest, Fees, Last Activity)
Recoupments (Principal, Interest, Fees, Last Activity)
Collections (Principal, Interest, Fees, Last Activity)
Adjustments (Principal, Interest, Fees, Last Activity)
Fees (Principal, Interest, Fees, Last Activity)
Activities
o Recoupment Amount
o Collection Amount
o Adjustment Amount
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Payment Status
You can access Payment Status under the Finance card.
Accessing Payment Status

Under the Finance Card, click on the Overpayment Search box.

B Finance

[ Refunds ‘

[ Receipts ‘

[ Overpayments ‘

Payment Status |

[ AP Holds ‘

Step 1: Once on the Claim Payment Status page, select your Service Location (NPI) and enter
the Date of Service From and To date for the payment you are looking for.
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Step 2: Click Search and the payment results that match your search will display.

2 Claims Payment Status [ a ciew ] [ B conce ] m

Results (100) k 4 s por pge: | 10w - 7 P »
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AP Holds

The AP Hold Search function can be found under Finance in the portal. You can get real-time
status and resolution guidance for Accounts Payable (AP) holds on your service locations that
you have access to. You can search for an AP Hold by National Provider Identifier (NPI) and
Provider Transaction Access Number (PTAN).

Active Holds

Step 1: Click on the AP Holds button under the Finance heading.

B Finance
[ Refunds l
[ Receipts l
[ Overpayments l
|

[ Payment Status

AP Holds 6 |

Step 2: Select your Service Location (NPI) from the dropdown box. Click the Search button.

@ AP Holds Search € Clear | | W Cancel | m

Step 3: The search will return all active holds for the NPI. The data displayed will be:
e Hold reason

Hold date

Release date

Reporting period

Status

Actions
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© AP Holds Search [@ ciar | [ X cancet | m

Showing results for: HPL PTAN:
Forert gott 1
@ Results (2) T o poer page- | 10 W n
Hodd Reason Hadgl Date Release Date Repertirsg Pericd STENS ACTIONS

Step 4: Under the actions, click on the eye icon to obtain additional details on the active hold.
e NPI

PTAN

Hold reason

Hold date

Release date

Reporting period

Withholding percentage

Holds details

How to resolve this hold

;a,p Hgld & Print | B eack || Q, Mew Search | B oene |

Active Hold

NFE

PTAM:

Hold Reason: Unfled Cost Report 2 Hodd Dates 07-DEC-2023 Redease Date:
Reperting Perlod: 30-JUs 205 Withhalding Percenlage: 100%

Hold Details
There is an actve AP Hold for the following Service Location: NP PTAN
How To Resolve This Held

Plagss U B REEURSSMa Ovsrayment INGuiryBwotic com for Sesance

Inactive Holds

Step 1: Click on the AP Holds button under the Finance heading. Select your Service Location
(NPI) from the dropdown box. Depending on the number of NPI you have access to, these
options may be pre-selected. If there are multiple PTANSs for the NP1, you will need to select the
appropriate PTAN. Click the Search button.

Step 2: The search will return all inactive holds for the NPI. The data displayed will be:

e Hold reason
e Hold date
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¢ Release date

e Reporting period
o Status

e Actions

[
(@ AP Holds Search | @ clear | * cancel ] m

Showing results for: NP1 - PTAN:

© Results (1) T roms s (10 ) < [}

Haold Reason Hold Date Release Date Reporting Period

Jnfigd Cost Report 1 D&-07-2022 12-31-2021 Agtive L2

Showing 1=1 of 1 recosds.

Step 3: Under the actions, click on the ‘View Hold Information’ link to obtain additional details on
the active hold.

e NPI

e« PTAN

¢ Hold reason
e Hold date

¢ Release date

e Reporting period

e Withholding percentage
¢ Hold details

e How to resolve this hold

Active Hold

NPI:

PTAN:

Hold Reason: Unfiled Cost Report_1 Hold Date: 07-JUN-2022 Release Date:
Reporting Period: 31-DEC-2021 Withholding Percentage: 100%

Hold Details

There s an active AP Hold for the following Service Location: NPI . PTAN The hold was placed due to an unfiled cost report

How To Resolve This Hold

Flease contact us at Reimbursement. Gverpayment.Inquiny@wpsic com for assistance
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Notices

Remittance Advices

Providers can use the portal to view and print most regular remittance advices. To be available
in the portal, the remittance advices must be:

e Issued within the past 24 months

¢ Not be larger than 150 pages

e Not be for an incentive or bonus payment

NOTE: The portal provides full remittance advices only. You cannot use the portal to obtain a
remittance advice for a single claim.

Locating a Remittance Advice Using the Remittance Advice Search

You can access the Remittance Advices by clicking on the Remittance Advice button under the
Notices card.

O Notices

Remittance Advices

ADR Letters

[ Demand Letters ]

Step 1: Select your search criteria.

There is an option at the top of the form to either Search By Remits or Search By Beneficiary.
Depending on your selection you will then be able to search by the following:
e« To view all remittance advices issued within the last 30 days, check the box next to
“‘Remits for the last 30 days.”
e To search for a specific remittance advice or one issued more than 30 days in the past,
narrow your search using one of these options:
o Check/EFT number
Remittance Number (Part A)
Remittance Advice Date (start and end)
ICN/DCN
Remittance Advice Date

O O O O
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O Remittance Advices Search €1 Clear B cancel m

Step 2: Click the Search button to locate the remittance advice(s) that meet the criteria you
entered.

Step 3: The portal will display any remittance advices that meet your search criteria. For each
remittance advice, it will also display the region (i.e., jurisdiction and Part A/Part B), check/EFT
number, check amount, remittance advice number (Part A only), and remittance advice date.
From the Actions options, you can:

e Under the Actions column click the eye icon to view a copy of the remittance advice. To
view a remittance advice, your browser must allow pop-ups from
www.wpsgha.com. If your browser blocks pop-ups, right-click on the View Remit
link and select “Open Link in New Tab (or Window)” or “Open in New Browser.”

While viewing the Remittance Advice, there are also options to:
e Go Back to the previous

e Perform a New Search
o Click Done to exit out of the Remittance Advices

Remittance Advices Details £ Back Q) Mew Search Denie
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Locating a Remittance Advice Using Claim Inquiry

You can use the Claims function under the Transactions card to view and print the remittance
advice issued for a specific claim. Please note that any remittance advice retrieved through the
Claims function will be the full remittance advice and will contain the same information as the
original remittance advice. The portal does not provide remittance advices for individual claims.

Step 1: Locate the claim using the Claims function under the Transaction Management
heading.

E5 Transactions

[ Prior Authorizations l

[ Prior Auth Exemptions l

Claims

[ Medical Documentation

H #

[ Appeals-Reconsiderations

|
[ Appeals l
|
|

[ ACO REACH

Step 2: On the Claims Search Results page, click on View Details under the actions column to
open the claim details.

Claim Actions

&, DOWNLOAD REMIT &, FEQUEST REDETERMINATION & CHECK PATIENT 8 ELIGIBILITY
S FINALIZED CLAIM SUMMARY C % REPORT OVERPAYMENT

Step 3: In the Claims Details section, click Download Remit to open a PDF version of the
original remittance advice in a separate browser tab or window. (If your browser blocks pop-ups,
right-click on the Download Remit button and select “Open Link in New Tab (or Window)” or
“Open in New Browser.”)

If the button is labeled “No Remit Available” instead of “Download Remit,” you cannot download
a remittance advice. In most cases, this indicates the claim has not yet finalized or the
remittance advice is too large to be displayed.

Locating an Offset Using the Remittance Advice Search

An offset occurs when Medicare recoups an overpayment by withholding payment from a future

remittance. Providers can request an immediate offset when learning of an overpayment, or
Medicare can initiate an offset if a provider does not refund payment by the due date.
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On a Medicare Part B remittance advice, an offset is shown near the end of the remittance
advice and can be identified with the PLB reason code “WOQO.”

You can use the Remittance Advice Search function to identify most Medicare Part B claims
Medicare is recouping, as long as the FCN is 15 digits in length. The Remittance Advice
Search function cannot be used to find claims if the FCN ends with the letters “AG.” (These are
aggregated offsets involving multiple claims. Contact Payment Recovery for information.)

To determine which claim Medicare is recouping, locate the 15-digit FCN on the remittance
advice containing the offset.

Step 1: Drop the first two digits of the FCN. The resulting 13-digit number is the ICN (claim
number) of the adjusted claim that resulted in the overpayment. (For example, if the FCN is
221321140999999, remove the first two digits (22). The remaining 13-digit number,
1321140999999, is the ICN of the adjusted claim.)

Step 2: On the Remittance Advice Search page, enter the 13-digit ICN in the ICN/DCN field and
click the Search button.

@ Remittance Advices Search & Chear Cancel m

g ] Remits for the last 30 Days @ Search By Remits D Search By Beneficiary

Step 3: If the ICN is valid and processed within the previous 24 months, the portal will provide a
link to the remittance advice containing the adjusted claim. In the Actions column click the eye
icon to view a copy of the remittance advice. To view a remittance advice, your browser
must allow pop-ups from www.wpsgha.com. If your browser blocks pop-ups, right-click
on the View Remit link and select “Open Link in New Tab (or Window)” or “Open in New
Browser.”

NOTE: Medicare offsets payments based on the EIN/TIN, not the NPI or PTAN. If your
organization has multiple NPIs associated with the same EIN/TIN, Medicare may collect the
debt under any NPI associated with the EIN/TIN. You must have access to the NPI (service
location) the adjusted claim was processed under to view the remittance advice in the portal.

Step 4: Locate the ICN on the remittance advice. You can use Ctrl+F to open a search box to
help you find the ICN on document. The remittance advice provides the claim details including
the patient’'s name, the date of service, and an explanation of how the claim processed. If you
need more information about the claim, you can use the Claim Inquiry function to locate the
claim shown on the remittance advice.
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ADR Letters

Providers can use the portal to view Additional Documentation Request (ADR) letters for up to
90 days after we issue them. While not required, providers can also respond to ADR letters via
the portal.

Performing an ADR Letter Search

Step 1: Go to the Notices heading and click on the ADR Letters button. When the ADR Letter
page appears, use the dropdown boxes to select the following information:

O Notices

[ Remittance Advices u]

| ADR Letters ]

[ Demand Letters 10 | ]

Step 2: When the ADR Letter Search page appears, use the dropdown boxes to select the
following information: Service location NP1 and Date range (select 2 weeks, 1 month, 2 months
or 3 months), click Search.

& ADR Letter Search € Clear ¥ Cance m

The portal will display the ADR letters that match your search criteria.
ADR Letter Search Results

Step 3: The portal will display the ADR letters that match your search criteria.
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) ADR Letter Search Q tiear W Cancl m

didvmneed Search L

Resulls (2)

Clgam hrmber Lemer Dane v D FTAN A

After the portal displays the initial results, you can narrow the results further by using the Filter.

Step 4: Click on the eye icon and the letter will display along with buttons to go to the Claim
Details or to Submit Medical Documentation. Buttons are also available to Print your letter, go
back to your search, perform a new search or click done and be taken back to your Home page.

ADR Letter Detalls & Print a ek C, Mew Search B oo

Step 5: Click the Claims Details button and you will be taken to the Claims Details page with
additional actions you can perform. See the Claims section of the User Manual for additional
information.

Step 6: Click on the Submit Medical Documentation button to upload your Medical
Documentation for the ADR.

NOTE: If you are a DDE provider and have elected to view ADRs in DDE only, the letter will not
be available in the portal, and you will not receive a paper letter. If the ADR letter is not available
for viewing in the portal, you can still respond through the portal once you receive the paper
letter by mail or review the letter in DDE.

NOTE: Providers are not required to respond to ADR letters through the portal. Providers can
view and respond to ADR letters using the method that best meets their business needs. Click
the Additional Documentation Request (ADR) Instructions link on the Letter Search page for
more information about the options for responding to ADR letters.
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Demand Letters

Providers can use the portal to view demand letters for up to 90 days after we issue them. While
not required, providers can also respond to demand letters via the portal.

Performing a Demand Letter Search

Step 1: Go to the Notices heading and click on the Demand Letter button. When the Demand
Letter page appears, use the dropdown boxes to select the following information:

O Notices
[ Remittance Advices l
| ADR Letters |
[ Demand Letters l

Step 2: Search options for Demand Letters are Service Location (NPI) and Letter Date Range
(2 weeks, 1 month, 2 months, 3 months), PTAN, Letter Number, Invoice/AR Number, Claim
Number, and Letter Date. The portal will display the demand letters that match your search
criteria.

«  Raland - submit funds through the Refunds Button
o Reques] immedisie Recoupment: Request to offset the overpayment for a specific bether or for all fusure ovsrpayments
«  ERG- Informanion on the Extended Repayrrnt Sohadube and Fow b detiming sbgitaity
«  Mailing Paymend: Providers may choose o submit their chchos viam
I T S

Step 3: After the portal displays the initial results, you can narrow the results further by using
the Filter.
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Step 4: Under the Actions columns there are several options available:
o Select the eye icon to view the demand letter and further actions available.
e Click the $ in the Actions column to start a new Refund.

Step 5: After clicking on the eye icon the following Demand Letter Details will display:
e Current Balance
e Principal
e Interest

Step 6: Click on the View More Information for the Demand Letter link to view:
e Original Amount
Principal Activity Amount
Principal Remaining Balance
Interest Accrued to Date
Interest Activity Amount
Interest Remaining Balance
Original Fee
Fee Activity Amount
Fee Remaining Balance
e Total Balance
Transactions
e Transaction Number
e Original Principal Amount
e Total Balance
e Actions — View Overpayment Transaction Details
Claims

Claim No.

Patient Name

Service Date From

Service Date To

Paid Date

Provider No.

Actions — Taken to Claims Search

NOTE: Providers are not required to respond to demand letters using eRefund. Providers can
view and respond to demand letters using the method that best meets their business needs.
Click the Demand Letter Instructions link on the Demand Letter Search page for more
information about the options for responding to demand letters.

234



WPS SNAP (Secure Net Access Portal) User Manual May 2025

Additional Demand Letter Details

When viewing a demand letter in the portal, providers have access to additional information not
normally provided with a paper copy of the letter. Click the View More Info link to access the
additional details.

You can easily access additional details about the overpayment(s) included a demand letter by
clicking the View More Information on Demand Letter link when you open the letter. The
information is the same as you will find using the Overpayment Search function.

Demand Letter Details | 1% Begueil imewdiale Recoupment |

E Refurdi | | & ack ] | Q\ hew Seaich | [ ﬂ Dana

Current Balance Frincipal Interest
P &7 [ . ¥

20.00 5

View More Information for the Demand Letter

Transactional Details:

e Transaction Number
Transaction Date
Open or Closed
Status
Status Date
935 Eligible
Reason Code
Discovery Code
Claim Adjustment
Claim Number
Beneficiary Name
Date of Service From and To
Original amount
Last Activity Date
Collections
Interest Accrual
Recoupments
Adjustments

e« Late Fee Remaining Balance
Activities:

e Adjustment Amount

e Collection Amount

¢ Recoupment Amount

o Activity Number

Total Activity Amount
Activity Date
Activity Amount
Activity On

O O O O
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Dverpayments l & Frint ] @k || O wewseen | [ @ oue |

Tewrcanc tion Datails

Transaction Mumber: Transaclicn Date: 02022024 Dpen O Closed: Closed

Status: 935-APPEAL-REDETER Status Dale: 0472672024 9315 Hiq:hle@:fn

Reason Code: 11D Digcowery Code: FFD claim AdjustmentD;ves

Claim Number: Beneficiary Mame:

Date of Service - From: Date of Service - Toc

Original Amount: £27202.57 Last Activity Date: Collections: S0000
Interest Accraal: 50,00 Reccupments: (5-27202.57) Adjustments: 50,00

Current Balarce

Principal; 50.00 Fee: 50,00 Inferest: 50,00
Adjustment Amount: 50.00
Collection Amount; #0.00
Recoupment Amouant: (52710257}
Activilies s (13 %] < [

Aacirvity Mumier . ducireity Dwir Actreaty At Aty in

DLTN20T

Showing 17 of T eecorda
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Revision History

Version Date Description of Changes
1.0 12/29/2016 Added new manual with
Revision History page.
2.0 03/24/2017 Added text to password 21-

day rule. Added text for
Administrator disabling
accounts. Changed screens
with Appeal Status tab order.
Removed G0389 and replace
with 76706 in Preventive
Services for eligibility. Added
Multi-Factor Authentication
section.

3.0 05/24/2017 Updated “Request Submitter
ID” section to be “Register for
Online Claim Entry.” There is
a new process for user to
enroll in online claim entry
using the portal. Updated
screen shots and text to
explain the new process

4.0 07/18/2017 Added information to the
MFA section concerning the
roll-out and updates that
were not made on
05/24/2017.

5.0 09/05/2017 Added new screens for new
claim inquiry features.
Updated MFA showing code
is now valid for 4 hours and
on how to change default to
Google Authenticator. Added
new screens for new Provider
Self Service Denial tool.

6.0 10/02/2017 Corrected some MFA
screens.
7.0 01/26/2018 Replaced the entire MFA

section. Code is now valid for
8 hours and screens
changed.

8.0 03/09/2018 Updated Administrator Roles,
QMB information, added
FAQs. New screens showing
the new Appeals Tabs.

9.0 04/01/2018 Added MBI information.
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Version

Date

Description of Changes

10.0

04/23/2018

Changed the name of the
MBI section.

06/15/2018

Added Easier Remittance
Advice lookup, Who is My
Admin feature, new NPI
Admin Lookup on login page,
and MDPP information.

12.0

08/31/2018

Updated Message Center to
add Audit.

13.0

11/02/2018

Modified the Clerical Error
Reopening (CER) section.
Renamed to match Link in
Footer of Portal.

14.0

11/15/2018

Added section to remove
access for Standard and
Eligibility Users.

15.0

11/20/2018

Removed numbered lists and
replaced with bulleted lists for
easier formatting.

16.0

03/30/2019

Added Account Reactivation
section and updated eligibility
section with HETS Q100
changes.

17.0

04/22/2019

Updated Financial data
timeframe from 90 to 30.
Added a note to the account
reactivation section.

18.0

08/08/2019

Added CER over 6 line claim
ability. Updated Admin
Responsibilities on
Reactivation. Added
instruction on Admin Self
Reactivation process.

Added Letter Search for ADR
and Demand Letters.

19.0

11/11/2019

Changed MFA code to last
12 hours. Updated Eligibility
information available. Added
Letter Search. Updated
Appeals tab names and
screens.

20.0

12/30/2019

Added the new information
for Supplemental Insurance
under Eligibility.

21.0

04/06/2020

Added new PPV information
under Preventives Service in
Eligibility. Update Offset
information. Removed Post
Payment Review information
and added new screens to
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Version Date Description of Changes

the MR section

22.0 04/23/2020 Updated the login process.
Q&A Update for being locked
out and having a password
reset.

23.0 06/15/2020 Added new SNF/Hospital
data, Patient Status Code,
Preventive Code G0476,
Date of Death changed to
last 4 years for MBI.

24.0 07/24/2020 Added ERA Enrollment
section.

25.0 10/19/2020 Updated Hospice
Information. Added prior
Authorization.

26.0 11/06/2020 Removed instructions to
submit Audit message in the
portal.

27.0 01/21/2021 Added Password Reset to
the Reactivation process for
Administrators. Added New
Claim Search screen.

28.0 02/08/2021 Added Prior Authorization
Exemption Letter screen.
29.0 03/05/2021 Demand Letter Enhancement

features. Claim Entry POS
clarification and added
information to the Q&As.

30.0 4/2/2021 Adding Part A Appeal
submission, changes to the
location of the Part B Appeal
Search, adding new eligibility
features; COVID-19
vaccines, Acupuncture
Benefits, MCO name change
to MA, adding Beneficiary
Entitlement Reason Codes.
Added information to
Ineligible Dates.

31.0 5/6/2021 Add Pre-Payment Review
Tab and Post-Payment
Review tab instructions for
Medical Documentation
section. Changes to the
Message Center search

32.0 6/17/2021 Updated Prior Authorization
to add Cervical Fusion with
Disc Removal and Implanted
Spinal Neurostimulators.
Updated fields in the
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Additional Information
section.

33.0

6/24/2021

Added the new Overpayment
Search section.

34.0

7/2/2021

File attachment size for
appeals is changed to 100
MB. Removed MFA Default
option section.

35.0

9/13/2021

Revised format of manual.
Updated screenshots and
corrected minor typographical
errors.

36.0

10/29/2021

Added information about
Transportation Layer Security
(TLS) settings. Added
additional instructions for
account lockouts due to three
failed login attempts.

37.0

11/04/2021

Added Editing Users section.

38.0

01/11/2022

Updated step 5 in
Recertification Process.

39.0

02/09/2022

Added note about DDE users
in ADR Letter Search Results
sections

40.0

03/14/2022

Updated Available Eligibility
Information (Additional
Coverage and Preventive
Services tabs).

41.0

03/18/2022

Added Repetitive, Scheduled
Non-Emergent Ambulance
Transport (RSNAT)
information to Prior
Authorization section.

42.0

05/05/2022

Multiple sections updated
with new Level 2 Submission
via the Message Center and
Appeal Search. Adding steps
to upload additional
documentation to a Level 1
and Level 2 Appeal.

43.0

05/12/2022

Adding Chrome setting for
View vs Save of Documents.

44.0

06/20/2022

Adding Notice of Admissions
(NOA) Indicator to Home
Health page

45.0

07/18/2022

Changed inactivity timeout
from 15 to 30 minutes.

46.0

10/04/2022

Added new sections to the
Updated Appeal FAQs,
updated Appeal information
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for W status claims denied
with EDIT 119D.

47.0

10/14/2022

Added new sections to the
User Admin Dashboard,
CERs can now be performed
on claims that contain J
codes.

48.0

12/12/2022

Added PBID to the Eligibility
section of the manual and
notice that financial data will
be returned for Codes
G0117, G0118, G0403,
G0404, G0405 and G0102.
Updated Medical
Documentation Requests
section to indicate the MR file
size is up to 100 MB.

49.0

12/20/2022

Added new section for Credit
Balance Reporting.

50.0

01/17/2023

Changed the format of the
Credit Balance Message
form.

51.0

02/01/2023

Updated number of User
Administrators that can self-
register to five.

52.0

03/13/2023

Updated Eligibility data for
Hospice.

53.0

05/26/2023

Updated Clerical Error
Reopening (CER) section to
provide more details on what
can and cannot be submitted
as a CER.

54.0

06/05/2023

Added new Financial Center
(Overpayment Search,
Medicare Refunds, eRefund
Submission, Receipt Search)
section to the manual.
Message Center, Letter
Search Overview and Prior
Authorization information
moved under My
Correspondence.

55.0

06/15/2023

Added Facet Joint
Interventions to the Prior
Authorization section of the
manual.

56.0

06/19/2023

Added new fields to the MSP
eligibility sections (Group
Number, Last Maintenance
Date, Patient Relationship
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Description of Changes

Code, MSP Source Code)

57.0

07/17/2023

Updated the email address to
submit older Credit Balance
Reports and added Fax
number.

58.0

07/20/2023

Clarified the search
instructions and status code
information for Medical
Documentation and Prior
Authorization. Updated a
screen shot to add text for
Overpayment Search.

59.0

09/18/2023

Added Print Finalized Claim
Summary to the Claim Status
section.

60.0

09/23/2023

In the Eligibility Check
section, updated information
available from Summary tab,
added audiology screening
HCPCS codes under
Preventive Services, and
added ORM Indicator to the
list of information available
from the MSP tab.

61.0

12/18/2023

Updated Credit Balance
Report section to add mailing
address and fax number,
changed verbiage for step 9.

62.0

01/23/2024

Added that Dental claims
cannot be submitted in the
Portal

63.0

03/21/2024

Removed instructions for
Updating TLS Settings in
Microsoft Internet Explorer
(IE) from Portal Overview.

65.0

10/13/2024

Portal Redesign — updated
entire manual

66.0

10/24/2024

Added Appeals —
Reconsiderations section.

67.0

10/28/2024

Removed prior auth
exemption information from
Prior Authorization section
and created Prior Auth
Exemption section.

68.0

10/29/2024

Updated Refund Receipt
Search section.

69.0

11/07/2024

Added ACO Reach section.

70.0

12/23/2024

Added File naming size to
reflect no more than 100
characters in length
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71.0

01/08/2025

Removed Expediated PA
option for Repetitive,
Scheduled Non-Emergent
Ambulance Transport
(RSNAT)

72.0

02/13/2025

Removed “Gender” and
replaced with “Sex”

73.0

04/05/2025

Updated Eligibility to display
reason for ineligibility.
Updated MDPP response for
(9886 and G9887.

74.0

04/29/2025

Added information Message
effective December 1, 2024
for reporting purposes and
updated screen showing two
options are no longer used by
greyed out.

75.0

05/05/2025

Updated Password screens
showing CMS requirement
and also showing that a user
can create their own
password ‘OR’ auto generate
one. The word ‘OR’ was
missing. Added language to
the message received when
the password becomes
expired - The Centers for
Medicare & Medicaid
Services (CMS) and WPS
are committed to protecting
the health information of
Medicare beneficiaries. To
ensure this level of
protection, CMS security
requirements are that all
passwords automatically
expire every 60 days, if not
changed when prompted.
Rewrote the Credit Balance
section showing the
enhanced form and also the
message that ‘As of
December 1, 2024, providers
are not required to submit a
Credit Balance Report on a
quarterly basis if they do not
have self-identified
overpayments.’
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Medicare eNews

Stay up to date on Medicare news by signing up for Medicare eNews. By subscribing, you can
enjoy an easy and secure way to stay current on the latest Medicare news, with the option to
unsubscribe at any time. To receive eNews, visit our website (https://www.wpsgha.com/) and look
for the Email Notifications Sign Up box in the footer. Enter your email address and follow the

instructions for signing up. Then simply check your email regularly to receive the latest Medicare
news.

244


https://www.wpsgha.com

