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1 Introduction

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

CWAs can use the PA features on the ForwardHealth Portal (the Portal) to do the following:
e Upload a PAFile
e View Upload PA File Results
e Access PA File Submission Template
e Submita New PA
e Search or Amend a PA

e Search PAs in Bulk
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2 Access the Prior Authorization Page

1. Access the Portal at forwardhealth.wi.gov/.

wisconsin.gov home state agencies

department of health services

=
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isconsin s

ving you

Providers
« Provider-specific Resources

Become a Provider

Fee Schedules
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Provider Revalidation
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* ForwardHealth Enroliment Data @ " 23y

S
« Health Care Enrollment & c

Children's Specialty Programs
Trading Partners  Manufacturer Drug Partners Members * Birth to 3 Program
Manufacturer Drug Rebate Rebate « Children's Long-Term Support Program
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« Pharmacy Information « Children's Specialty Managed Care Plans
_— === = = =

Welcome to the ForwardHealth Portal
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ardHealth Portal is not intended for
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Department of Health Services website for member-specific information.

#

Acute and Primary

Providers
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Adult Long-Term  Children's Specialty

Welcome » February 8, 2022 12:51 PM

—— L0GIN

Members
* Find a Provider

Partners

« Find a Provider

« Related Programs and Services

« Express Enroliment for Children

« Express Enroliment Change Request
* Waiver Agencies

Trading Partners

« Trading Partner Profile
* PES

* Companion Guides

Figure 1 ForwardHealth Portal Homepage
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2. Click Login. A Sign In box will be displayed.

P
ForwardHealth
Sign In
Username
I
Keep me ne
UNIOCK accC I
Help
L_ 11N fTime

Figure 2 Sign In Box

3. Enter the user’s username.

2 Access the Prior Authorization Page 3
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4. Click Next. A Verify with your password box will be displayed.

Fo @ lth

Verify with your password

(2) PORTALUSER1

Password

..III....I|
Forgc a rd
Bac O r

Figure 3 Verify With Your Password Box

5. Enter the user’s password.
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6. Click Verify. The secure Waiver Agency page will be displayed.

wisc onsin gov home ale ogencies Gepotment of heolth servic o1

April 28, 2025

ForwardHealth =

Wisconuin sorving you

iC Functionality | User Guides | Certification | Center |

You are logged in as WAIVER AGENCY NAME

& Waiver Agency

CLTS User Guides
¢ Children's Long-Term Support Waiver Agency Portal
¢ Children's Long-Term Support Waiver Agency Prior Authorization
¢ Children's Long-Term Support Waiver High-Cost Request
¢ Children's Long-Term Support Waiver Rate Setting Outlier Request
¢ Children's Long Term Support Waiver Program Eligibility and Enrollment
* Children's Long-Term Support Waiver Agency interChange Functionality
CLTS Waiver Agency Training
¢ Currently, there are no CLTS Waiver Agency Trainings available.
CLTS Waiver Agency Reports
* Enroliment Change Report
* Total Member List Report
* Disenroliment Report for Waiver Agencies
* Predictive Disenroliment Report
* LUink Report for Waiver Agencies

* Monthly Suspension Report for Waiver Agencies

Welcome Waiver Agency Name » April 3, 2025 8:52 AM
Home | Search EaL mad) Prior Authorization | Account | Contact Information | Online Handbooks | Site Map |

I

Account Information

Quick Links

Logout

Switch Organization

Waiver Enrollment Wizard
Waiver Member Search

Waiver Pend Wizard

SUD Health Home User Guide
Letters

Waiver Agency Portal Admin
Change Request

High-Cost and Outlier Requests

Report Matrix

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

ﬁ Prior Authorization

A

Prior Authorization User Guides
View the Prior
Authorization User

A prior authorization (PA) is a required authorization issued by the county waiver agency before a i
. uide

provider may submit claims or receive payment for services and supports delivered to a CLTS
participant.

Add text here

Select a link below to begin a process that you need.

» Upload a PA file
+ Search or Amend a PA
« Submit a new PA

+« View Uploaded PA File Results

« PA Search-Bulk

« Prior Authorization File Submission Template

Select the following link to download the Prior Authorization file submission template, to be used in the
Upload a Prior Authorization File process. For PA file specification instructions select here.

Figure 5 Prior Authorization Page
From the Prior Authorization page, CWAs can choose to do the following:

e Upload a Prior Authorization File

e View Uploaded Prior Authorization File Results

e Access Prior Authorization File Submission Template

e Submit a New Prior Authorization

e Search or Amend a Prior Authorization

e Prior Authorization Search-Bulk

2 Access the Prior Authorization Page 6
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3 Upload a Prior Authorization File

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

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

ﬁ Prior Authorization

Prior Authorization User Guides
View the Prior
Authorization User
+ Guide

A prior authonzation (PA) is a required authorization issued by the county waiver agency before a
provider may submit claims or receive payment for services and supports delivered to a CLTS
participant.

Add text here

Select a link below !obeg/ocess that you need.

» Upload a PA file
» Search or Amend a PA
¢« Submit a new PA

« View Uploaded PA File Results

« PA Search-Bulk

« Prior Authorization File Submission Template

Select the following link to download the Prior Authorization file submission template, to be used in the

Upload a Prior Authorization File process. For PA file specification instructions select here.

Figure 6 Prior Authorization Page—Upload a PA File
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The Upload PA Files panel will be displayed.

—
Upload PA Files ©

Required fields are indicated with an asterisk (*).

File to Upload

File To Upload* | Choose File | No file chosen

Upload File

Uploaded Files

*** No rows found ***

Submit | Exit |

Figure 7 Upload PA Files Panel
2. Click Choose File. Navigate to the desired file and double-click to select for uploading.

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

The following messages were generated:

The file content contains errors, Please select the record from the Uploaded Files list to view the error reasons,

Figure 8 Error Message

3 Upload a Prior Authorization File 8
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4. Select the record under the Uploaded Files list to view the error reasons under the Select File
Errors section.

r
Upload PA Files ©

Required fields are indicated with an asterisk (*).

File to Upload

File To Upload™ No file chosen

Upload File

Uploaded Files

Fi m rror n J

clts-pa-file-layout (5).xIsx 2 Failed Validation

Selected File Detail

Request Name clts-pa-file-layout (5).xIsx

Error Count 2

delete

Select File Errors

Record Type Row Number Error Message
H 1 The CWA Org 1D field length must be 8.
H 1 Invalid Date. Date must be in YYYYMMDD format.

Submit Exit

Figure 9 Upload PA Files Panel—Select File Errors

5. Click delete to delete the file, then go back and correct the errors in the file. Note: If there
are any errors, the PA file will not be uploaded. All errors must be corrected to upload and
submit the file.

3 Upload a Prior Authorization File 9
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6. Click Upload File. A confirmation message will be displayed at the top of the panel indicating
the file has been successfully verified.

The following messages were generated:

The file contents were successfully verified.

Upload PA Files ©

Required fields are indicated with an asterisk (*).

File to Upload

File To Upload*® No file chosen

Upload File

Uploaded Files

File Name Error Count Upload Status
clts-pa-file-layout_(5).xlsx 0 Passed Validation

Submit Exit

Figure 10 Upload PA Files Panel—Passed Validation

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

The following messages were generated:
Your information was successfully uploaded.
Upload PA Files ©

Required fields are indicated with an asterisk (*).

File to Upload

File To Upload* | Choose File | No file chosen

Upload File

Uploaded Files

File Name Error Count Upload Status
clts-pa-file-layout_(5).xIsx 0 Passed Validation

Submit Exit

Figure 11 Upload PA Files Panel—Successfully Uploaded

8. Click Exit. The information from the file will be used by ForwardHealth to create the PA that
will be stored in interChange. Files will be processed twice daily, and CWAs will receive a
response file.

3 Upload a Prior Authorization File 10
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4 View Uploaded Prior Authorization
File Results

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

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

& Prior Authorization

Prior Authorization User Guides
View the Prior
Authorization User

« Guide

A prior authorization (PA) is a required authorization issued by the county waiver agency before a
provider may submit claims or receive payment for services and supports delivered to a CLTS
participant.

Add text here

Select a link below to begin a process that you need.

« Upload a PA file
« Search or Amend a PA
¢ Submit a new PA

« View Uploaded PA File Results

« PA Search-Bulk

s« Prior Authorization File Submission Template

Select the following link to download the Prior Authorization file submission template, to be used in the

Upload a Prior Authorization File process. For PA file specification instructions select here.

Figure 12 Prior Authorization Page—View Uploaded PA File Results

4 View Uploaded Prior Authorization File Results 11
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The View Uploaded PA File Results panel will be displayed.

r]

r
View Uploaded PA File Results ©
Required fields are indicated with an asterisk (*).

« Select a row below to download the results of your uploaded prior authorization file.

CLTS PA Downloads

File Name Upload Date  Status Error Count Total Records
clts-pa-file-layout_(5).xlsx 12/20/2024 Processed 0 1

Exit

Figure 13 View Uploaded PA File Results Panel

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

A

—
View Uploaded PA File Results 2]

Required fields are indicated with an asterisk (*).

« Select a row below to download the results of your uploaded prior authorization file.

CLTS PA Downloads

File Name Upload Date  Status Error Count Total Records
clts-pa-file-layout_(5).xlsx 12/20/2024  Processed 0 il

Download Selected File

File Name  cjts-pa-file-layout_(5).xlsx

Date Upload  13/20/2024

Download PA I

Exit

Figure 14 View Uploaded PA File Results Panel—Download PA

3. Click Download PA. The PA file will be downloaded.

4 View Uploaded Prior Authorization File Results 12
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4. Navigate to the location in which the PA file was downloaded on the computer.

April 28, 2025

¥ U s | Downloads -
File Home Share View
& v 1 & » ThisPC > Downloads v U Search Downloads
DXC-Desktop-Backup A [ Name Date modified Type
. i
Microsoft Teams Chat Files  Today (1)
Recordings = - ) -
I 3 clts-pa-file-layout (5) 12/20/2024 223 PM  Microsoft Excel Worksheet I
8 This PC v Earlier this week (5)
_J 3D Objects v <
1,025 items

A
Size

Figure 15 Downloaded File

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

a [ §
File Home Insert Draw Pagelayout Formulas Data Review View Automate Help Acrobat 2 Comments
[ﬁv[w] X | [aptosNarow <10 <] = =(Z] 2 | [Genen [ Conditional Formatting » ~ Elnset ~ T v 4 N oo ® m
IR |4,
v . A A = . 9 . 7 . . . — © =
Paste @ B I U-ARA L= $ v 9% 9 [EFomatasTable &2 Delete L Sensitivity  Add-ins  Analyze  CreatePDF  Create PDF and
- ~ b A = P @ 8 7 Cell Styles ~ [H] Format~ &~ ~ Data  and Share link Share via Outlook
Clipboard 1 Font [ Alignment 5 Number fu Styles Cells Editing Sensitivity  Add-ins Adobe Acrobat ~
03 v i fx 100 v
A B C D E F G H | J K L M N a
1H 12345678 20241209
2 |RECORDTYPEFIELD RECORDNUMBER COUNTYWAIVERID CWAAUTHNUM  MEMMEDICAIDIC AUTH STARTDATEAUTHENDDATE  DIAGNOSIS CODISERVICE CODE MODIFIER1 MODIFIER2 MODIFIER3 MODIFIER4 UNITSAPPROVED |
3D 1 12345678 1234567690 20240701 20250520 2418 12018 GT 1
4T 1
5
v
CLTS PA Inbound Flle layout ® HER | »
Ready [ T% Accessibility: Good to go & Display Settings H ® [ -—3—+ 10

Figure 16 Downloaded PA File
6. Click Save As. Name the file.

7. Choose a location on the computer or network. Save the file.

4 View Uploaded Prior Authorization File Results 13
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5 Access Prior Authorization File
Submission Template

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

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

% Prior Authorization

Prior Authorization User Guides
View the Prior

Authorization User

A prior authonization (PA) is a required authorization issued by the county waiver agency before a
* Guide

provider may submit claims or receive payment for services and supports delivered to a CLTS
participant.

Add text here

Select a link below to begin a process that you need.

+ Upload a PA file

o Search or Amend a PA

+ Submit a new PA

» View Uploaded PA File Results

e PA Search-Bulk /

o Prior Authorization File Submission Template

Select the following link to download the Prior Authorization file submission template, to be used in the
Upload a Prior Authorization File process. For PA file specification instructions select here.

Figure 17 Prior Authorization Page—Prior Authorization File Submission Template

5 Access Prior Authorization File Submission Template 14
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2. Navigate to the location where the template file was downloaded on the computer.

e
Home Share View o
« v 1 ¥ > ThisPC » Downloads v ¥  Search Downloads ]
Professional A [ Name Date modified Type Size "
Screenshots
~ Today (1)
@ Creative Cloud Files I B pa_submission_templ..  12/20/2024 1059 A..  Microsoft Excel Worksheet I
@ OneDrive - Gainwell Technologies v Earlier this week (5)
Apps @) CWA Prior Authorizati..  12/17/2024 2:36 PM  Microsoft Word Document v
Attachments v < >
1,025 items =
Figure 18 Downloaded File
3. Double-click to open the file. The Prior Authorization File Submission Template will be
displayed with the required PA fields in Microsoft Excel Worksheet.
u AutoSave \. off ) - 3 < pa_submission_template (1) . Internal, Proprietary = Saved to this PC v D ’ = (] X
File Home Insert Draw Pagelayout Formulas Data Review View Automate Help Acrobat |2 Commentsr‘
— o) [} Conditional Formatting v = p @ [m[m]
DA = % - [ @ B &
Clipboard ~ Font  Alignment  Number 7 Format as Table ¥ Cells  Editing  Sensitivity = Add-ins = Analyze ~ CreatePDF  Create PDF and
v v v v [iZ Cell Styles ~ v v v Data and Share link Share via Outlook
Styles Sensitivity Add-ins Adobe Acrobat A
RS v i fx Vv
o P Q R 3 T a
1 0
2 |AUTHDOLLARAMT BILLING PROVIDERNUM(MAID) AUTHREVISIONINDICATOR FORWARDHEALTHPANUM. RENDERING PROVIDERTYPE RENDERING PROVIDER NUMBER
3
4
5
6
v
CLTS PA Inbound Flle layout ©) < G

Figure 19 Prior Authorization File Submission Template

4. Fill out the template with the required information.

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

5 Access Prior Authorization File Submission Template 15
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6. On the Prior Authorization page, click here for PA file specification instructions.

a Prior Authorization

Prior Authorization User Guides
View the Prior
Authorization User

A prior authorization (PA) is a required authorization issued by the county waiver agency before a i
. uide

provider may submit claims or receive payment for services and supports delivered to a CLTS
participant.

Add text here

Select a link below to begin a process that you need.

+ Upload a PA file
. rch or Amen PA

+ Submit 3 new PA

» View Uploaded PA File Results

« PA Search-Bulk

+ Prior Authorization File Submission Template
Select the following link to download the Prior Authorization file submission template, to sed in the

Upload a Prior Authorization File process. For PA file specification instructions select here.

Figure 20 Prior Authorization Page

5 Access Prior Authorization File Submission Template 16
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6 Submit a New Prior Authorization

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

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

ﬁ Prior Authorization

Prior Authorization User Guides
View the Prior
Authorization User
« Guide

A prior authorization (PA) is a required authorization issued by the county waiver agency before a
provider may submit claims or receive payment for services and supports delivered to a CLTS
participant.

Add text here

Select a link below to begin a process that you need.

+ Upload a PA file
o Search or Amend a PA
« Submit a new PA

« View Uploaded PA File Results

+ PA Search-Bulk

o Prior Authorization File Submission Template

Select the following link to download the Prior Authorization file submission template, to be used in the
Upload a Prior Authorization File process. For PA file specification instructions select here.

Figure 21 Prior Authorization Page—Submit a New PA

6 Submit a New Prior Authorization 17
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The Service Information panel will be displayed.

Service Information 7]

Required fields are indicated with an asterisk (*).
Member Information
Member ID*
First Name

Last Name
Start Date™

I 1¢

End Date*

Service Information

Billing Provider ID* [ Search )
CWA PA Number

Primary Diagnosis Code® [ Search ] Primary Diag Description y
Secondary Diagnosis Code [ Search ] Secondary Diag Description Vs
Line Item

Service Type Code® procedure Code Vv

Procedure Code [ Search ]

Service Code Description

Modifiers [ Search ] [ Search ) [ Search ] [ Search ]
Place of Service 99 - Other Place of Service
Units 0
Dollar Amount $0.00

Next Cancel I

Figure 22 Service Information Panel

6 Submit a New Prior Authorization 18
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2. Enter the member ID in the Member ID field and click outside the field to automatically
populate the First Name and Last Name fields.

Service Information 7]

Required fields are indicated with an asterisk (*).
Member Information
Member ID* 01234567890

First Name paANNY
Last Name c(T1s

Start Date* =4

End Date* 3-6‘_.:,

Service Information

Billing Provider 1D* [ Search ]
CWA PA Number

Primary Diagnosis Code® [ Search ] Primary Diag Description Y
Secondary Diagnosis Code [ Search ] Secondary Diag Description /4
Line Item

Service Type Code® procedure Code Vv

Procedure Code [ Search ]
Service Code Description
Modifiers [ Search ) [ Search ] [ Search ] [ Search ]
Place of Service 39 - Other Place of Service
Units 0
Dollar Amount $0.00

Next I Cancel

Figure 23 Service Information Panel—Member Information

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

4. In the Billing Provider ID" field, the CWA will only select provider type “88” along with the
appropriate service location for their PA when searching for their billing provider ID. To do
this, complete the following steps:

6 Submit a New Prior Authorization 19



Children’s Long-Term Support Prior Authorization User Guide April 28, 2025

a. Under the Service Information section, click [Search] next to the Billing Provider ID” field.

I Service Information 2]

Required fields are indicated with an asterisk (*).

Member Information

Member ID*
First Name
Last Name

Start Date* =
End Date*

Service Information /

Billing Provider ID* [ Search ]
CWA PA Number
Primary Diagnosis Code* [ Search ] Primary Diag Description z

Secondary Diagnosis Code [ Search ] Secondary Diag Description y

e O el O e Vet A

A e e S A

Figure 24 Service Information Panel—Billing Provider ID" Field

The Billing Provider ID Search panel will be displayed.

& Billing Provider ID

Provider ID

Business OR
Last Name

First, MI
Financial Payer Al| PAYERS v

search clear

Figure 25 Billing Provider ID Panel
e Click Help to access the @neTouch Help page.

e Click Close to return to the Service Information panel.

6 Submit a New Prior Authorization 20
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b. Enter the search criteria and click search. The search results will be displayed at the

bottom of the panel. The Type column displays the provider type, and the Address, City,

State, and Zip columns display the service location information.

Search

Provider 10

Business OR

Last Name cus

First, M1

Financial Payer AL PAYERS

Provider ID ¢ Provider D Base ID Financial Paver Billing Status

Hame

Ives Rescriotion

Inonomy  Address

Helo  Close

ity State 2ie

1212121212 000000001 111111 TXIX Biller and Performer CLTSE92 HERRERA2 88 Childrens Long Term Suppert 111B00000X 123 MAIN ST MADISON WI $3708-0000
6767676767 000000004 444444 TXIX Biller and Performer CLTS888 HERRERA 88 Childrens Long Term Support 111B00000X 123 NORTH ST MADISON WI $3705-0000
6767676767 000000004 444444 TXIX Biller and Performer CLTS888 HERRERA 24 Pharmacy 333B00000X 123 FIRST ST MADISON WI $3705-0000
6767676767 000000004 444444 TXIX Biller and Performer CLTS888 HERRERA 88 Childrens Long Term Support 111B00000X 123 SOUTH AVE. MADISON WI 53562-0608
5656565656 000000003 333333 TXIX Biller and Performer CLTSE92 HERRERA as Childrens Long Term Support 111B00000X 123 SECOND ST MADISON WI 33703-0000
3434343434 000000002 222222 TXIX Biller and Parformar CLTS894 HERRERA2 88  Childrens Long Tarm Support 000B0O0000X 123 THIRD ST MADISON WI  53708-0000
0000000000 000000006 777777 TXIX Biller and Performer CLTS830 HERRERA 88 Childrens Long Term Support 000B00000X_123 9TH ST MADISON W[ 53703-0000
0987654321 122222227 BB88888 TXIX Biller and Performer CLTS TEST m Childrens I.pllg'hﬂ'!suﬂpoﬂ 000XX0000XE 111 PARK LN MADISON 715-578.
0987654321 344444444 0999999 TXIX Biller and Performer CLTS TEST Pharmacy 111 PARK LN MADISON WI 53715-5783
4555555555 000000005 666666 TXIX Biller and Performer CLTSE94 HERRERA GA 88 Childrens Long Term Suppoert 456B00000X 123 WEST AVE. MADISON WI 53705-0076
Prev 1234567 Next
v
4 »
Figure 26 Billing Provider ID Panel—Search Results
To search for the provider ID, click Prev or Next at the bottom of the page.
. . o rre . * . .
Double-click the desired row. The Billing Provider ID" field will be populated under the
Service Information section.
.
Service Information ©
Required fields are indicated with an asterisk (*).
Member Information
Member ID*
First Name
Last Name
Start Date* ==
End Date* @j
Service Information
Billing Provider ID* 0987654321 NPI [ Search ]
CWA PA Number
Primary Diagnosis Code* [ Search ] Primary Diag Description y:
Secondary Diagnosis Code [ Search ] Secondary Diag Description Y
T e Ny o P N T e L Vo WV s W N T

Figure 27 Service Information Panel—Billing Provider ID* Field Populated

6 Submit a New Prior Authorization 21
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5. Once all information is entered, click Next. The PA Summary panel will be displayed.

" ~

PA Summary L 7]

« The PA request is ready to submit. If any changes need to be made, please make them now by using the navigation
links above (e.g. "Service Information") or the "Previous" button below. Do not use your browser's navigation buttons.
Once the PA has been submitted, no more changes can be made.

+ Preview PA Reguest
This preview is a draft PDF version of the PA request and must not be used to submit the PA request via mail or fax.
Once the PA request is submitted, a version will be available for you to save or print for your records.

« Select "Submit" to submit the PA request.

Previous I Submit I Cancel I

Figure 28 PA Summary Panel

6 Submit a New Prior Authorization 22
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6. Click Preview PA Request. A PDF version of the PA request will be displayed.

= Q mn - @ Sign In

DEPARTMENT OF HEALTH SERVICES STATE OF WISCONSIN
@ Farmadieatn DHS 106.034), Wis. Admin. Code @
Y F.11018 (813) DHS 152 06(3)(h). 153 060)ig). 154 06(3)g). Wis. Admin Code
F ARDHEALTH
Z PRIOR AUTHORIZATION REQUEST FORM (PA/RF) o
4 Providars may subm prior authoezation (PA) requests by fax 10 F orwardHeath at (608) 2218616 or by mal to: FarwarcHeath, Price Auorazation, Sute
88 313 Blerner B Wi 53784 Typo o prie cearly Befare campleting v form, read e serwoe. sgecc Prioe Authonzaton
G Roguost Farm (PARS ) Completion rstructions.
“SECTION | — PROVIDLR INF ORMATION
1. Chock oy £ appiicatie 2 Process Type 3 Teloprone Number — Dilig Provider
O HeakhCheck ‘Other Services’ 147 - Childrens Long-
O Wiconsin Chearic Disease Program (WCOP) Torm Support (101) 010-0100
4 Nome and Address — Bilng Provider (Sweet, Cty, State, 2394 Code) Sa Bilrg Prowder Nurter
CLTS TEST
a‘ 111 PARK LN 0987654321
b Mg Provder Tasonomy Code
MADISON, W1 53715.5783
000XX0000X
6o Namo — Prescnting | Referrrg / Orderng Provider @ Nascral Yowder dorbher — Prescng / Retormng |
Orter g Pronder
SECTION Nl — MEMBER INFORMATION
7 Mvrrber BomAcon Nmoer B Dato of eth — Momber 9 AGcrons — Member (Street, iy, State, 29 Code)
1234567890 04/02/2015
10, N — Momier (Last, First, Middie vt 11 Gender — Momber 3322 DANES ST
CLTS. DANNY Muse Qremse | MADISON, W1 53562
2 - cmnmu?u\ 13 Sant Date — SO 14, First Date of Trostment — SO1
ZABENCNIRF OTH PROC FOR PURPOSE OTH
THAN RFM_EDV HEALTH STATE
15 Dlagrows — Secondary Code and Descrpton 16, Roquosied PA Stan Date
05/02/2024
V7. Renderig | 18 Rencenng | 19, Servee 70 Woahers 1) 72, Dosorgon of Service D aR | 24 Charge
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Figure 29 PDF Version of the PA Request
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7. Click Submit. The confirmation page will be displayed.

Confirmation of Receipt ©

Your PA request has been approved.
PA Number: 5243540001

» View Approved PA

« Print PA request
You may view, print and save a PDF version of this PA request for your records.

« Return to menu
Return to the PA main menu.

i

Next Cancel

Figure 30 Confirmation of Receipt
8. Click View Approved PA to view the approved PA request.
9. Click Print PA request to view, print, or save a PDF version of the PA request.

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

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

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

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

a Prior Authorization

Prior Authorization User Guides
View the Prior
Authorization User

A prior authorization (PA) is a required authorization issued by the county waiver agency before a 4
+ Guide

provider may submit claims or receive payment for services and supports delivered to a CLTS
participant.

Add text here

Select a link below to begin a process that you need.

+ Upload a PA file /

« Search or Amend a PA

« View Uploaded PA File Results

« PA Search-Bulk

» Prior Authorization File Submission Template

Select the following link to download the Prior Authorization file submission template, to be used in the
Upload a Prior Authorization File process. For PA file specification instructions select here.

Figure 31 Prior Authorization Page—Search or Amend a PA
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The CLTS PA Search panel will be displayed.

r
CLTS PA Search ©

Search Criteria

PA Number CWA Auth Number
Member 1D Billing Provider 1D
Start Date End Date

Search Clear

Search Results

**% No rows found ***

Figure 32 CLTS PA Search Panel

2. Enter search information. Note: The PA Number is the ForwardHealth-assigned number, and
the CWA Auth Number is an optional number the CWA receives with their PA.

-
CLTS PA Search (7

Search Criteria

PA Number 1212121212 CWA Auth Number
Member ID Billing Provider ID
Start Date End Date

Search Clear

Search Results

*** No rows found ***

Cancel

Figure 33 CLTS PA Search Panel
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Click Search. The search results will be displayed with all of the associated information that
was previously entered.

P
CLYS PA Search ©

Search Criteria

PA Number 1212121212

PA Information

PA Number 1312121212

First Name panNY
Date of Birth 04/02/2015
Amendment Status APPROVED

CWA Auth Number

Member 1D Billing Provider 10
Start Date End Date
Search Clear
Search Results
Prior Auth Number CWA Auth Number Billing Provider JO Member ID Last Name First Name Amendment Status StartDate End Date
1212121212 0987654321 1234567890 CLTS DANNY APPROVED 05/02/2024 04/30/2025

Member ID 1234567890
Last Name c(1s

Process Type 147 - Childrens Long-Term Support

Primary Diagnosis Code 2418

Secondary Diagnosis Code Description

Line Items

1.000

01 HO046 1.000 $25.00

Line Item Information

Line Item oy
Rendering Provider 1D 0987654321 NPI
Service Code Type procedure Code
Service Code K046
Service Code Description MENTAL HEALTH SERVICE, NOS
Modifiers 2
Place of Service 99

Units Requested 1.000 Dollars Requested
Units Authorized 1.000 Dollars Authorized
Units Remaining 0 Dollars Remaining

Start Date 05/02/2024
End Date 04/30/2025

Description ENCNTR FOR OTH PROC FOR PURPOSE OTH THAN REMEDY HEALTH STATE,

V

$25.00 05/02/2024 04/30/2025

$25.00
$25.00
$0.00

Amend PA Cancel

Figure 34 CLTS PA Search Panel—Results
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4. Click Amend PA. The Amendment Request panel will be displayed.

—

Amendment Request 7

Required fields are indicated with an asterisk (*).

SECTION I - MEMBER INFORMATION

PA Number 1212121212
Today's Date 12/18/2024
Process Type 147 - Childrens Long-Term Support z
Member 1D 1334567890
First Name DANNY
Last Name CLTS

SECTION II - AMENDMENT INFORMATION

Start Date 45/02/2024 =
EndDate 430205 2]
Billing Provider ID og7654321 NPI [ Search )
Service Type Code ... 0dure de V
Procedure Code 10046

Service Code Description MENTAL HEALTH SERVICE, NOS

Modifiers y2 [ Search ] [ Search ] [ Search ] [ Search ]
Units 1
Diagnosis Code 2418 [ Search ]
Diagnosis Description ENCNTR FOR OTH PROC FOR PURPOSE OTH THAN REMEDY HEALTH STATE Y
Dollar Amount $25.00

N\

Submit Exit

Figure 35 Amendment Request Panel

5. Make desired modifications. Only certain fields can be edited. Fields that cannot be edited
will be grayed out.

6. Click Submit. The confirmation page will be displayed.

— o
Confirmation of Receipt ©

Your Amended PA request has been approved.
PA Number: 5243200004

« Print amendment request

You may view, print and save a copy of the PA amendment request for your personal records.

« Return to menu

Return to the PA main menu.

Submit Exit

Figure 36 Confirmation of Receipt
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7. Click Print amendment request to view, print, or save a PDF version of the waiver
amendment request.

a = Qo - @ e
Q, @
z g8
&M .
-
ForwardHealth DHS 106.034). We. Admin Code
G F 08 1) DHS 152 060N, 153 06001g). 154 06(3)g). We. Admin Code
FORWARDHEALTH
PRIOR AUTHORIZATION REQUEST FORM (PA/RF)
Providors may submit pror authonzaton (PA) requests by fax 10 ForwardHealth at (608) 2218616 or by mal to Forsard-ealth, Prior Authorzation, Sute
88 31} Bletner Boulevard Madson, W1 53784 Instructions: Typo of prire cleadly  Beofore completing this form, read e senico- spociic Prior Authonzaton
Roguest Farm (PARY ) Completion rstructions.
e, “STCTIONT — PROVIOUR WF GRIATION
1. Cneck oy £ appicatie 2 Process Type 1 Telephone Numder «— Biling Provider
O HeakhCheck “Other Services” 147 - Childrens Long-
O Wescomn Chvarsc Discase Program (WCDP) Term Suppont (101) 010-0100
4 Nome and Address — Billng Provder (Sroet, Cry. State, 2P« 4 Code) Sa Bilng Provder Number
CLTS TEST
111 PARK LN 0987654321
50 Bilng Prowder Taxcromy Code
MADISON, W1 53715-5783
000XX0000X
6a. Name — Prescnbeng / Referrng / Ordonng Provider 60 Nasonal Prowder idertfier — Prescring / Reforming /
Orderng Provder
SECTION Hl — MEMBER INFORMATION
7. Member idoraficanon Numbor 8. Date of Beth — Mombor 9 Adcress — Member (Street, Cry. State, 2% Code)
4567
1234567890 04/02/2015 3322 DANES ST
10 Name — Momber (Last, Frst, Mdde intad) 11 Gender — Momber
CLTS. DANNY !Iu.-e Qremse | MADISON, WI 53562
- Al TMENT
2 - Code and Desorgron 13 Stant Dage — SOI 14 First Date of Treatment . SO
lﬂ&ENCNYmOYHWOCFOR PURPOSE OTH
THAN REMEDY HEALTH STATE
15 Dagross — Secondary Code and Dewrpoon 16 Roguested PA Stat Date
05/01/2024
17. Rendoring | 18 Rendenng | 19 Servce 20 Moaters 21 22. Doscrgron of Servee 2 QR 24 Crarge
Pronder Prowdor Code POS
Number Tasonomy 1 2 3 4
Coce
0987654321 | 000XX0000X | HOO4E w2 9 |MENTAL HEALTH SERVICE, NOS - 1 32500
1
1
T ] crtrngent o (P vt g geiader ol e Beee Pu serace 13
Muﬁmdﬁ-mnm— Poymert wh ast bn renbe A Sarvioes mOutid (PSE @ spyronal & e P APerasbon SxpImsRon 2 Tousd
e e feprann gy st probey | S murvior i wwobed 1 & BadprCare Pun Maraged
mwnnu-u-—-w.«m---m L e Y L Curges 32500
Lo el
26. SIGNATURE - Reoquestng Provider 27. Date Signed .é
———grantwana 12/18/2024 T
BERRSH &
DT-PADI9 @

Figure 37 PDF Version of the Waiver Amendment Request
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8. To print or save the waiver amendment request to a hard drive or network location, use the
Print or Save As function of the browser.

9. Click Return to menu to be redirected to the Prior Authorization page.
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8 Prior Authorization Search-Bulk

Users can search for and view PA information in bulk via the PA Search-Bulk link.

1. On the Prior Authorization page, click PA Search-Bulk.

% Prior Authorization

Prior Authorization User Guides
View the Prior
Authorization User

A prior authorization (PA) is a required authorization issued by the county waiver agency before a
+ Guide

provider may submit claims or receive payment for services and supports delivered to a CLTS
participant.

Add text here
Select a link below to begin a process that you need.

+ Upload a PA file
o Search or Amend a PA
o Submit a new PA

» View Uploaded PA Fil its

PA Search-Bulk

Prior Authorization File Submission Template

Select the following link to download the Prior Authorization file submission template, to be used in the
Upload a Prior Authorization File process. For PA file specification instructions select here.

Figure 38 Prior Authorization Page—PA Search-Bulk
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The PA Search-Bulk panel will be displayed.

" PA Search-Bulk °

Required fields are indicated with an asterisk(*).

Search Criteria

CWAID 12345678
Provider ID

PA Number
CWA PA Number
Member ID
Service Code
From DOS*

To DOS*

Search Export

Search Results

*** No rows found ***

Exit

Figure 39 PA Search-Bulk Panel

2. Enter the information into the following fields. In order to search, users are required to enter
the desired date span in the From DOS" and To DOS" fields in MM/CC/CCYY format.

e CWA ID—This is the number identifying the waiver agency.

e Provider ID—This is the billing provider’s ID as specified on the PA request.
e PA Number—This is the number assigned to a PA request.

e CWA PA Number—This is the PA number assigned by the CWA.

e Member ID—This is the recipient’s ID as specified on the PA request.

e Service Code—This is the service code as specified on the PA request.

e From DOS"—This is the authorized PA start date.

e To DOS"—This is the authorized PA stop date.
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3. Click Search. The search results will be displayed at the bottom of the panel.

PA Search-Bulk

Search Criteria

Provider ID

PA Number
CWA PA Number
Member ID
Service Code

Required fields are indicated with an asterisk(*).

CWAID 13345678

From DOS* 01/01/2025
To DOS* 01/31/2025

Search

Export

2025

Search Results

5250000001 01
5250000002 01
5250000003 01
5250000004 01

12345678
12345678
12345678
12345678

0987654321 0000000001 T2040
0987654321 0000000002 T2040
0987654321 0000000003 T2040
0987654321 0000000004 T2013

12/01/2024 11/30/2025
01/01/2025 12/31/2025
01/01/2025 11/30/2025
01/25/2025 01/24/2026

Exit

Figure 40 PA Search-Bulk-Search Results

Click Export. A PA bulk report Excel file will be downloaded.

Navigate to the location where the file was downloaded on the computer.

L Downloads
& g T C

@ New ~

| Downloads
E Pictures
= Documents

Original doc
1,131 items

" + = ] X
O > Downloads > Search Downloads Q
T Sort ~ = View v (B Details
O Name Date modified Size I
# |~ Today
» I@ PA_Bulk Report_20250416_121306 4/16/2025 12:13 PM Microsoft Excel Com... 2 KB I
~ Yesterda
» Y
provider_appeals_ug (16) 4/15/2025 1:38 PM Adobe Acrobat Docu... 5714 KB
B mmaaa ‘- -~
ElE

Figure 41 Downloads
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6. Double-click to open the file. The comma-separated values file will be displayed in Excel.

w i
Fle Home [Insert Draw Pagelayout Formulas Data Review View Automate Help Acrobat  Comments m
= 2 = ¥ - A 0 L N
0 4 Aptos Narrow oA A E=E= @ 25 Wrap Text General [@: Fﬁ @ § E E] Z Z'\_;’ }J :ﬂ @\ [ b |8
pose B B I U & A = = == = | B Merge&Conter § -9 9 4§ gy Condtional Fomatass Cél et Delte Fomnat B gna fmaa Addins  Anadlze  CreatePOF  Create POF and
v - == === |Ehe ’ P70 Formattingv  Table~  Styles~ v v &~ Fitere Select~ Data  and Sharelink Share via Outlook
Cipboard & Font & Alignment & Number 5 styes Cels Editing Sensitiity | Addns Adobe Acrobat v
Al v i e PANumber v
A ] c ] E F G H ] K L M N 0 P Q R s T u v X ¥ z A -
1 |PANumbsLine Item ICWAPAN CWAID  Billing PrcMember Il First Nam Date End Date Amendme Primary D dan R U} CoService CoModifier 1 Modifier 2 Modifier 3 Modifier 4 Units Autt Units UsecUnits Rem Dollars AL Dollars Us Dollars Re External Text l
2 | 5.25E408 1 12345678 1.93E+09 7.21€409 JOSE cLrs 20241201 20251130 N 1.93E409 T2040  FINANCIAIGT HQ UN 5 0 5 0
3 | 5.25E409 1 12345678 1.93E+09 8.21E+09 SOPHIA CLTS 20250101 20251231 N L9GE09 T240  FINANCIAIGT HQ UN 5 0 5 200 0 200
4 | 5.25E409 1 12345678 1.93E+09 6.21E+09 MARIANA CLTS 20250101 20251130 N LOGEH09 T240  FINANCIAIGT HQ UN 5 0 5 200 ] 200
5 | 5.25€409 1 12345678 1.93E+09 7.21E409 JOSE CLTs 20250125 20260124 Y 1.93€409 T2013 HABILED\GT 10 0 10 100 0 100
v
PA_Bulk_Report_20250416_121306 + ] »
reay B8 T Accessibivty Unavaiiavie [@oispiysettings BB B -——— 0%

Figure 42 Microsoft Excel Window-PA Bulk Report

Information for the following fields will be displayed:

e PA Number—This is the number assigned to a PA request.

e Line Item Number—This represents the PA line item number for the PA record. Each PA
record may have up to 10 line items.

e CWA PA Number—This is the PA number assigned by the CWA.

e CWA ID—This is the number identifying the waiver agency.

o Billing Provider ID—This is the billing provider’s ID as specified on the PA request.

e Member ID—This is the recipient’s ID as specified on the PA request.

e First Name—This is the recipient’s first name.

e Last Name—This is the recipient’s last name.

e Start Date—This is the authorized PA start date.

e End Date—This is the authorized PA stop date.

e Amendment Status—Indicates “Y” or “N” if the PA has been amended.

e Primary Diagnosis Code—This is the primary diagnosis code as specified on the PA
request.

¢ Secondary Diagnosis Code—This is the secondary diagnosis code as specified on the PA
request.

e Rendering Provider ID—This is the performing provider ID as specified on the PA request.

e Service Code—This is the service code as specified on the PA request.

¢ Service Code Description—This is the service code description. This allows the entry of
descriptions for unlisted procedure codes.

e Modifiers 1-4—These are procedure code modifiers of the PA.
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Units Authorized—This is the number of units authorized for the PA line item service.

Units Used—This is the number of services that have been used to date for a service/PA
line item for a particular claim detail.

Units Remaining—This indicates the remaining units quantity, which is calculated by
subtracting the used units quantity from the authorized units quantity.

Dollars Authorized—This is the dollar amount authorized for the PA line item service.

Dollars Used—This is the dollar amount that has been used to date for a service/PA line
item for a particular detail.

Dollars Remaining—This indicates the remaining units quantity, which is calculated by

subtracting the used amount from the authorized amount.

External Text—This displays the WPS-assigned PA number for the converted PAs.

7. Certain column field names may be cut off or may show scientific notation in place of long
numbers such as PA numbers.

B W N -

4 O U

D4 v fi 12345678 v

A B C D E &

PA Numbelline Item ICWAPAN CWAID  Billing Pn '
5.25E+09 1 12345678 1930.
5.25E+09 1 12345678 1930.
5.25E+09 1 12345678 1930.
5.25E+09 1 12345678 1930.

v
PA + .- >
F‘.E. Display Settings ﬁ E]

Figure 43 Microsoft Excel Window

8. To correct this, click and drag the vertical line at the top of the field column to expand the

column.
D4 v fe~ 12345678 v
e C D -
1 |[PANumber |Line ltem ICWAPAN CWAID Billing
2 | 5250000001 1 12345678 1
3 | 5250000002 1 12345678 1
4 | 5250000003 1 12345678 1
5 | 5250000004 1 12345678 1
6
. v
E - @ »
r‘e Display Settings @ E

Figure 44 Microsoft Excel Window
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9. Click Save As and name the file.

10. Choose a location on the computer or network and save the file.
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