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1 Web File Transfer System

1.1 Overview

The Web File Transfer System (WFTS) allows Trading Partners to interface with Ohio Department of Medicaid (ODM)
over the public internet using a web browser. This system allows the Trading Partners to:

e  Submit files to ODM.
e Retrieve files from ODM.

1.2 System Requirements

In order to access the WFTS, the Trading Partners are required to use Microsoft Internet Explorer 9.0 or higher with 128-

bit encryption.

The browser must be configured to accept cookies.

04/11/2016 1 Version 1.1
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2 Using WFTS

2.1 Home Page
The Web File Transfer System (WFTS) Home Pages are located at the following addresses:

e Certification environment: https://odm-cert.bes.svcs.hpe.com
e Production environment: https://odm-prod.bes.svcs.hpe.com

Users can logon to the system, reset their passwords, or communicate with the Support Group from the WFTS Home

Page displayed below:

hi Web File Transfer System

Doparimant of Modicaid

Use of this network is restricted to authorized users. User activity is monitored and recorded by system personnel.
Anyone using the network expressly consents to such monitoring and recording

BE ADWVISED: If possible criminal activity is detected, system records, along with certain personal information,
may be provided to law enforcement officials.

Already have a User ID and Password ?

User ID:
Password: Logon ]

Forgot your Password ?
Click HERE for password reset.

Have a question or need additional help ?
Click HERE to contact us.

2.2 Log On
WFTS will require the user’s assigned User ID and Password to be authenticated before access to the system is allowed.

a. Tologon to the system, the User must enter their User ID and Password as shown in the example that follows

and click on Logon.
b. Please note that the User ID and Password fields are case-sensitive.

04/11/2016 2 Version 1.1
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Ohi Web File Transfer System

Daparimant of Medicald

Use of this network is restricted to auvthorized users. User activity is monitored and recorded by systent personnel,
Anyone using the network expressiy consents to such monitoring and recording.

BE ADVISED: If possible criminal activily is defected, system records, along with ceriain personral information,
may be provided (o /law enforcement officials.

Already have a User ID and Password 7

User ID 000000F

Password:sesssemssss | Logon |

Forgot your Password 7
Click HERE for pessword resef

Have a question or need additional help ?
Click HERE fo contact us

c. After clicking on Logon, the system will respond returning one of the following responses:

e If the authentication is successful, it will present the WFTS Main Menu; see the example below.
e [f the authentication is not successful, it will present an exception message.
e |f the password has expired, it will present the Password Expired page; see section 2.5, Password Expired.

04/11/2016 3 Version 1.1
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Ohio Web File Transfer System

Cepartrment of Medicald

[ e oo oo [ o]
Welcome 000000F

File Retrieve

Submissicns List

MESSAGE OF THE DAY

Us" feature on this website.

If you have questions or concerns, please contact the DAS-EDI-Support help desk at
(614) 387-1212, by email at DAS-EDI-Support@das.ohio.gov or by using the "Contact

d. The Main Menu page (shown above) will allow the User to access all of the functions in the WFTS:

e Contact Us

e Change Password
o File Submit

e File Retrieve

e Submissions List
o logoff

2.3 Reset Password

The system provides a self-help option to reset a User’s password in case it is forgotten.

a. Toreset a password, click on the Forgot Password option shown on the Home Page, referenced in 2.2

previously. The system will display the following page.

04/11/2016 4
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Ciaparimaent of Medicaid

Use of this netwark is restricted to authorized users, User activity Is monitored and recorded by system personnel.
Anyone using the network expressly consents fo such monitoring and recording

BE ADVISED: If possible criminal activity is detected, system records, along with certain personal information,
may be provided 1o law enforcement officials.

Please enter User ID and e-Mail Address

User 1D

a-Mail Address

Click HERE to return to main page.

b. Enter the User ID and the email address associated to the User ID. Click on Reset Password to continue or

Cancel to return to the previous page without resetting the User’s password.
c. If the entry matches the information on record; the system will reset the password, send an email to the email

address on record containing the new password, and display the following confirmation message:
“Password has been reset and emailed to the address on record.”

2.4 Contact Us

The “Contact Us” page provides the User with the means to send a note related to the website operation or technical
difficulties to the Support Group. This page should not be used to request password resets or any other type of

information not related to the website operation.

To send a message to the support group:

a. Onthe Main Menu, click on the Contact Us option, the following page is displayed:

04/11/2016 5 Version 1.1
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Ohio Web File Transfer System

Oepartment of Medstaid

Contact Us Change Password Log Off
File Submit
Contact Us
File Retrieve
Technical Web Site Questions

Submissions List To submit guestions about tems appearing on the web site or technical difficulties using this site, please enter your informatien into the form
below and click on the submit button.

For password reset, please use the self-service password reset feature or call the Help Desk. For security reasons, password resets
cannot be completed via e-mail.

Please enter your information below:
(Flelds marked with * are required)

User ID: *

Name: ol
Provider Name:
Provider Number:

Phone Number:

Organization Name; *
e-Mail Address: o
Comments:*

Fill in the information in the web page, the fields User ID, Name, Organization Name, e-Mail Address and

Comments are required.

Clicking on “Reset” will clear all the fields in the form. Clicking on “Close” closes the Contact Us form and returns

to the Main Menu.

When completing the form, click on the “Submit” button to send the message to the support group. The system

will provide the following confirmation:

Your message has been sent.
Your message has been sent to the web site support group. Thank you.

Click on Close to return to the Home Page.

2.5 Password Expired

The password to access the system is valid for 30 days. After this time, the User is required to change their password.

04/11/2016 6
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When the User logs in after the password has expired, the system prompts for a password change by presenting the

following screen:

Ohio

Deparsmaont of Medicsid

Web File Transfer System

Contact Us Change Password | Log Off ‘

Password Expired

Please enter your new password in the fields below and click on "Continue”

Your new password must meet the following requirements:

» Must be at least 8 characters in length

« Must contain at least 1 uppercase character (A-Z)

« Must contain at least 1 lowercase character (a-z)

« Must contain at least 1 numeric character {0-9)

+ Must contain at least 1 special character (~1#35.%,%&*()._+{}L[.1L=<=2or /)
* The same character must not appear more than twice

= The first character must not be an asterisk (™)

New Password:

Re-enter New Password:

Continue

a. Enter a new password in the field indicated. Confirm the password entered in the field “Re-enter Password”.

Click on Continue.
c. Itisimportant to note that the new password cannot be the same as any of the last six passwords utilized

(including the current one).
d. If the passwords match each other and meet the requirements as indicated in the screen; the system will change

the password and respond with the following confirmation message:

“Password successfully changed.”

2.6 Change Password

The User can change their password at any time, even if it is not expired, and may do so by clicking on the Change

Password button located on the Main Menu at any time during the session.

04/11/2016
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Dapariment of Medicaid

Change Password

Please enter your new password in the fields below and click on "Continue™

Your new password must meet the following requirements:

» Must be at least 8 characters in length

+ Must contain at least 1 uppercase character (A-Z)

= Must contain at least 1 lowercase character (a-z)

= Must contain at least 1 numeric character (0-9)

+ Must contain at least 1 special character (~1#3%.%.4&*()._+.{}LL. L1\ <> or /)
= The same character must not appear more than twice

= The first character must not be an asterisk (*)

MNew Password:

Re-enter New Password:

a. Enter the new password in the New Password field. Confirm the password by re-entering it in the Re-enter New
Password field. Make sure the new password meets the password requirements as listed in the screen.

b. Itisimportant to note that the new password cannot be the same as any of the last six passwords utilized
(including the current one).

c. Click on Continue to change the password or Cancel to return to the Home Page without changing the password.

d. When the password is changed, the system will display the following confirmation message:

“Password successfully changed.”
2.7 File Submit

File submissions are files sent directly from the Trading Partner to the ODM system. These files are typically claims or
payment files that are being submitted for processing. A submission number is assigned to each file submission for
tracking purposes. Please note the submission number when the file is submitted for reference in case there is the need
to call the Customer Support Center for assistance.

a. To submit afile, click on the File Submit button located on the Home Page and the system will display the
following page:

04/11/2016 8 Version 1.1
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Ohio Web File Transfer System

Dopannment of Madicaid

Submissions List

Locate the file to submit and click on " Continue™.

b. Indicate the file to be submitted by either entering the file name into the field or using the Browse button to

locate the file in the local system.

c. Click on the Continue button to submit the file.
The system will display the following confirmation page. Please note the submission number as it correlates to
the Batch ID. This is a unique number that will be required should the Customer Support Center be called with

regards to the file.

04/11/2016 9 Version 1.1
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Ohio

Dapanment of Megicaid

Submesions Liet

Web File Transfer System

“

File Submission Details

Submisicn Status. File “d«fafdTpixt™ Successfully Submitted
Submiwion Bawh ID:  OHIGOWS
Submiwion

DateTime: 201400L/16 11:19 AN C5T

e. The User can print this confirmation by selecting the Print button, or select a menu item to leave this page.

2.8 File Retrieval

This functionality allows the Trading Partner to download a file from the ODM system. These files are typically responses
to previously submitted claims. The listing of files available for download is organized by file type. File Retrieval also

provides the Trading Partner the option of removing a file from the file retrieval list. If files have not been submitted or
are not ready, this screen will be blank.

a. Click on the File Retrieve button located on the Home Page, the system will display with the following screen.

04/11/2016
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Ohio Web File Transfer System

Dopartment of Medicald

i ::haﬂge B

File Submit

File Retrieve

File Retrieve
Select a file to download from the list below:

(clicking on the file name will display the file)

Submissions List

271 —Eligitilty Rezponse

278 - Response to Request for Review

b. Select one of the file type “+” boxes. The system will expand a list of files of that type and display them.
c. Clicking on the file name shown on the File Retrieve page will display the first 1024 characters of the file

contents as the example below shows.

Ohi Web File Transfer System

Copartmaent of Medicaid

3 wels Fbe Trarmber Syvtom — Web Page blekog

Select 3 file to doy File Viewer

(clicking on the 1

Fide Namme Filg 5izw iyt
. LiSisl ] OD000L Y CRl00ay 271 15875
[] 271 -Eigiey fesoong
Flis Nama
uisiest 1.0+H00004

78 - Responseto Reg

aniayrsy toe lagt 1G04 byren

B r Al r e e T i ]
T>
0021201 1440° 100000002 2*00

<1 A0Q00M

BT 001 $*00*BHTOADREGIATIR TRANSACTION
10" 200000 19" 1440012 0CH

JREF "B T D04 0 10D0E0A 1

Pt 00 LOOP SUBMITTER LAST

PLANE LSBTS" " 'di" oo SUEMITTER PRIARY
IDENTF ICATION RUKMEER

FERIC® w0004 PER MITTER CONTACT
INE ORMUAT ION"F X 3008 SIS ED 754123456
1 10004 PEF

0B RECEIVER NANE MAKE 1T

P30t}

3
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d. Select the Retrieve button to download the file. The system will display the File Download dialog box as shown

e.

in the next screen example.

Ohio Web File Transfer System

Cogarimaent of Medicaid

Contact Us Change Password

File Retrieve

Select a file to download fram the list below:
fclicking on the file name will display the filg)

Remove Selected

File Downlooc] Till =g %
Z71 - Eligibiity Re

[ 278 — Responsetc 0 )| !

Gertting Fie Information ©
@51 [1].0HO0004 Y, OHIOON0NY .27 1 from m.m.h-.hmfmmm_

]

Do you want to open or save this ile?

e
Ef' MName  uistest1] 1] OHOO004Y. OHOOO0MY 271

= Type: Urkrown Flle Type, 156 k8 ]m
From:  dev.gh business-exchange.eds.com

Dpan Seve Camcal

‘While Mes tom the Intemet can be vsetul some fhes can potentially ham
it Btrvputes. B you dea not ast the s ource. db nol opan o save this Sla.

Select the Save button on the File Download dialog box to open the Save As window. Once that displays, select a

file name and location, then click on that Save button to begin the file download as shown below.

04/11/2016 12
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Ohio Web File Transfer System

Dopsrimant of Modicald

File Retrieve
File Retmisue
_ Sefact a file to download from the list balow:

(clicking on the file name will display the fife) EMENe. o

Subimissions |

[ 271 - Emyniy recents i -
Fll4 Mams i -
istes? 1 OPOODOLY O 0 i j
78 - Response 10 REGuesibr
Sawlng: 1
2 [1].OHODDOAY. OHODO0H ¥.271 from div oh busing s-sxthange. ads.com

Estimated tme lefl:
. Downioad t;
' Transfer rate:

[r Closa this diskog bowvwhen download complelss

| e | o]

f. The WFTS will also allow the User to remove files that have been successfully saved to the User’s local system,

from the File Retrieve listing.
g. Repeat steps a. and b. of the File Retrieve process.

h. Click on the box to the left of each file name to be deleted. Note that multiple files can be selected at one time.
i.  When all the files have been selected for deletion, click on the Remove Selected button on the File Retrieve

page. The system will remove the identified files from the listing of retrievable files.

2.9 Submissions List

Trading Partners have the option to access a list of their file submissions. The submission list shows all the file

submissions related to a particular User ID. To access the Submissions List:

a. Click on the “Submissions List” button in the Function Menu. Note that the search dates will default to the

current system date and any files submitted for that date will be listed.

04/11/2016 13
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: Web File Transfer System

Coparimaont of Medicaid

Home Contact Us Change Password

File Submit
Submissions List

Start Date Select Date End Date Select Date Search wil
P T only display

m the first 100
records

Displaying 2 records. | Next |

Batch ID Submission Date/Time
OHO00WLG 2014-02-04 05:05 PM CST
OHOO0WLE 2014-02-04 05:06 PM CST
Back to Top

b. Users can click on the Batch ID to show a list of the files associated with it, search for specific files by Batch ID or
by submission date, and also the batch submission details window as follows:

Submission Detail

Batch D Status Date/Time Status Fila Name File Size e Service
OHO0ONVHD 20140121 1147 AM CST Racanod TP-0000008-2T5-LIAT Y Dt a03.0 HTTPS

c. To search by submission date, the User must select the Select Date link above the Start Date field. A dialog box
will appear allowing the User to select the desired Start Date from the calendar as shown below. The User will
need to click on Set to save the date. Repeat this process for the End Date and then select the Search button.
See the following example.

04/11/2016 14 Version 1.1
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Ohio Web File Transfer System

Dapartment of Medicaid

Home Change Password Log OfF |

File Submit .
. — =
@ Calendar Picker - Windows Internet Bxplorer W= | = Py
File Retrieve : = b arch wil
| wE T e R s teacure/catendaric & iy displa
e % https://www.cert.oh.business-exchange-eds.com/secure/calendarjs ® ;‘ﬁml%g

cords

<IENGTE] > a 2014 B

Sunday Monday Tuesday Wednesday Thursday Friday Sa

ol 2 3 4
off S 6 Z 8 9 10 11
on 12 i3 14 15 16 Vs 18
Byl 19 20 21 22 23 24 25
26 27 28 29 30 al
Date Selected |21 [ et |

d. After selecting the Search button, the system will display all of the batch records that meet the date search
criteria. Note that only 100 records are displayed at one time. The additional batch records can be accessed by
using the Prev and Next buttons (shown to the right of the list in the example of 3.9, a. above) to page through
any additional records.

e. To search for a specific Batch, enter the Batch ID in the field indicated and click on “Search”. Please note that the
system will search for the Batch ID within the period of time indicated by the Start and End Dates.

2.10 Log Off

It is important to log off after completing work with the Web File Transfer System. For security reasons, the system will
automatically terminate the session after a system defined period of inactivity. If the session expires, the Trading Partner
will be sent to the Home Page.

To log off, click on the Log Off button on the Main Menu. The system will terminate the session and return to the Home
Page.
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3 Contact Information

3.1 EDI Customer Service

Days Available: Monday through Friday
Time Zone: Eastern Time (ET)

Time Available: 8:00 am to 5:00 pm
Phone: (614) 387-1212

Email: DAS-EDI-Support@das.ohio.gov

3.2 EDI Technical Assistance

Days Available: Monday through Friday
Time Zone: Eastern Time (ET)

Time Available: 8:00 am to 5:00 pm
Phone: (614) 387-1212

Email: DAS-EDI-Support@das.ohio.gov

3.3 Provider Service Number

Provider Assistance Unit 1-800-686-1516. Please listen to the entire message before making your selection.
Web URL: http://medicaid.ohio.qov/PROVIDERS.aspx

3.4 Applicable Websites/Email

Ohio Medicaid Website: http://medicaid.ohio.gov
The Trading Partner web page can be found by following: Providers > Billing > Trading Partners
(http://medicaid.ohio.gov/PROVIDERS/BIlling/TradingPartners.aspx)

To contact Ohio Medicaid for assistance, use the link - http://medicaid.ohio.gov/CONTACT.aspx
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