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WHAIC website for more information
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Website Resources
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Roles and Responsibilities 
Primary Contact:
• Every facility must have at least one, but we prefer two Primary Contact

• Oversee and monitor access requests and users in WIpop.

• Primary source to monitor user’s access.

• Address issues/edits with the data submissions.

• Receive confirmation emails of:
 data submissions, 
 notice of affirmation, and 
 newly registered WIpop Users

• Access to the data deliverables site to download/share the facility data 
such as profile and validation reports.

• Authority to electronically sign and submit affirmation statement.
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Roles and Responsibilities 
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Secondary Contact:

Oversee and monitor access in WIpop and contact WHAIC with changes.

Access to all profile and validation reports for review, distribution, and accuracy.

Have access to the data deliverables site to validate/download the facility data. 

Serve as back up contact when there are issues with the data.

WIpop Only Role: 

Have authority to upload data (may include vendor).

Run reports out of WIpop.

Clear/fix edits.



NEW: November 1 -How to Access WIpop
WE DO NOT ADD PEOPLE, THIS IS A SECURED PORTAL,

REGISTRATION IS REQUIRED! 

What can you expect? 

• On Wednesday, November 1, you will receive a link to the WIpop application via email. 
• This is an activation ink which is an invitation to our system that specifically says 

• “Click Here to Accept Invitation.”

• As a current user, you will not need to reregister to the site, however you will be required 
to accept the invitation and then authenticate your access to the site using an activation 
code in order to enter data into the report. 
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• This is an activation link which is essentially an invitation to our 
system that specifically says “Click Here to Accept Invitation.” 

• As a current user, you will not need to reregister to the site, 
however you will be required to accept the invitation and then 
authenticate your access to the site using an activation code.
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One time acceptance invitation



Existing WIpop Registration 
Existing Users will automatically be added to the WIpop Directory.

But first, two things will happen!

1) Users will get a “Click here to accept invitation” unless user already has a 
WHA account for one of the other applications we offer. 

2) Microsoft Accounts.  Once a user is approved, if their hospital/health 
system uses Microsoft Accounts, they will be prompted to enter their email 
address and password that they use to access Outlook, Word, Excel, etc. at 
their facility.  
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New User Login / Registration  
1. Click Register

2. Choose Your Role

3. Activated within 24-48 hours
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Creating an Account
• WHAIC will first verify if user has an active account
• If no email is registered, user will be required to register as a WIpop User and 

select a role based on primary or secondary contact (see WIpop Roles), as it 
relates to WHAIC Data Submissions. 
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Authentication 
• The left side is what you 

can expect from an 
authentication point 

• The Right slide is a one-
time acceptance to access 
our secured site
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Microsoft Accounts – Single Sign-on 
• No longer need a WHAIC Username or Password

• User will use their own facility email address, Username or PW

• Single sing-on is an authentication method that allows users to sign 
in using one set of credentials to multiple software systems. 

• Users sign into Office using their personal Microsoft 365 work 
account. 
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Roles and Security Policy
• Important:
• We will continue to protect the data by:
• Deactivating accounts after 15 months inactivity.
• Reaching out to facilities when we receive bounce back emails.
• Monitoring and working toward at least two primary contacts. 
• Please continue to monitor, update and/or notify WHAIC staff of 

any termed employees or to reactivate existing accounts.
 

 Contact us at: whainfocenter@wha.org 
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Roles and Authorized Users
Notes: 
1. The facility is responsible for 

managing users. To remove users, 
update current access, or update 
names/emails notify WHAIC: 
whainfocenter@wha.org 

2. Review Roles definition before 
registering so you know what to 
choose.

3. New users must register in the 
Portal. WHAIC will authorize within 
24-48 hrs.

• In general, we automatically 
approve if user has facility email 
address. Primary contacts receive 
notification. 
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Review the 
Manual 

https://www.whainfocenter.co
m/Data-Submitters 
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NEW: 2023 WIpop Update
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2023 WIpop Update 
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NEW: How to upload your data

• Users can upload data directly in WIpop 
 Locate your file and follow the prompts
 No need for a separate 837 File Handler/Black Box 
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File Received
N E W  F I L E  P R O C E S S I N G  M E S S A G E S
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Sample Invalid Batch 
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Email is sent to primary contact and person uploading



Sample Valid Batch File
• Valid batch email goes to Primary and submitter
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User Messages
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User Messages
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• After “Messages” is clicked, user is taken to their list of messages

• Click on the Subject link to open up the specific message



Valid Data Submission 
• Confirmation email is sent to submitter and primary contact. 

• Email summarizes total records and edits in each datatype. 

• Please correct edits as soon as possible.

• We removed the “Mark Complete” until all invalid records are fixed. 

• We encourage monthly files if possible. 
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Fixing edits 
• Fix edits one by one; or

• by data type; or

• by type of error. 
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New Edit Look
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Click on this 
for info



Mark your batch files complete
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Be sure to mark your batch complete once all the edits are done. 

• Once all edits are done, mark the batch complete. 

• To fix edits in a closed batch, you need to click the “reopen” option

• Once the Batch is marked complete, you’ll be in Read ONLY mode



Running Reports 
• Reports are available in real-time once data is submitted.

• We’re open to suggestions… what do you need? 

• Users don’t have to wait till the end of the quarter to validate data. 

• Reports can/should be run throughout the quarter.
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Running Reports
• How do you know if you’re missing data? 
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Inventory Report
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• Reports are continuing to be refined.

• Are there areas you would like to see added? 

• Do you use the reports we offer? 



Edit User 
New Option to Update Users:

Primary Contacts can update users ROLES only

Users can only update their personal demographic information 
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Portal Overview – once data is processed 
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To get data off the portal go to the tool bar, Data Deliverables

DHS 120.11 Common data verification, review and comment procedures.
(1) APPLICABILITY. The data verification, review and comment procedures in this section apply to data submitted by hospitals and ambulatory surgery 
centers as described in ss. DHS 120.12 (5) (c) and (d), (5m) (c) and (d), (6) (d) and (e) and 120.13 (3) and (4).
(2) DEFINITION. In this section, “facility" means hospitals and freestanding ambulatory surgery centers.

(3) FACILITY DATA VERIFICATION, REVIEW AND COMMENT PROCEDURES. (a) Each facility shall review its collected data for accuracy and completeness before 
submitting the data to the department. (b) The department shall check the accuracy and completeness of all submitted data and record all questionable 
data based on standard edits or the electronic editing features of the department's data submission system.
(c) If the department determines data submitted by the facility to be questionable, and the department has determined that the data cannot be verified 
or corrected by telephone or electronic means, the department may return the questionable data to the facility or the facility's qualified vendor with 
information for revision and resubmission.

https://docs.legis.wisconsin.gov/document/administrativecode/DHS%20120.12(5)(c)
https://docs.legis.wisconsin.gov/document/administrativecode/DHS%20120.12(5)(d)
https://docs.legis.wisconsin.gov/document/administrativecode/DHS%20120.12(5m)(c)
https://docs.legis.wisconsin.gov/document/administrativecode/DHS%20120.12(5m)(d)
https://docs.legis.wisconsin.gov/document/administrativecode/DHS%20120.12(6)(d)
https://docs.legis.wisconsin.gov/document/administrativecode/DHS%20120.12(6)(e)
https://docs.legis.wisconsin.gov/document/administrativecode/DHS%20120.13(3)
https://docs.legis.wisconsin.gov/document/administrativecode/DHS%20120.13(4)


What are Validation Reports? 
• 7 different types of reports posted.

• Pay particular attention to the SPR.

• The SPR only has 12 pages max!

• This report includes: 
 Breakdown of each patient type, by month, by current qtr vs prev qtr. % change
 Includes expired patients, payer summary, gender, age, race, ethnicity
 Includes record totals by provider-based location
 Includes graphs for each data type with number of visits over 12-month period. 

www.whainfocenter.com 34



What’s to know about Validation Reports? 
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◊ Reports are posted early or on time

◊ Each time a batch file is opened, and data 
reviewed, new reports/affirmation are 
automatically run

◊ NEW the validation and affirmation return 
date is the same now!



Validation Reports Wrap Up 
• Available in the portal approx. 6 weeks after the end of the quarter. 
 These are also available in real-time in WIpop once data is submitted. 
 Review the data, what historically trended – use the summary profile 

report, validate what has been submitted, review for missing data, 
and submit additional records, if needed. 

 Run internal census or request audit reports for comparison detail.

• Records that may need to be reviewed/corrected (Payor, POA, PBL, etc.): 

1) Login to WIpop and go to Batch Review. 

2) Click on Reopen Batch 

3) Go to “Data Detail” Find Patient Record using the patient control 
number.

4) Make corrections and mark batch closed. 

5) Electronically sign/submit affirmation

• Download and save your reports! This is most helpful when validating 
the historical trends and knowing what’s normal in any month or 
quarter. 
 Keep a copy for your records for at least 5 quarters.
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Affirmation Statement 
• The data submission and sign off process is 100% electronic. 
• The Affirmation Statement is a two-prong process to confirm the 

data was validated. 
 Requires reviewer to check a box verifying data was reviewed; and 
 Requires comments if there is a 20% variance in the data. 

• In general, the number of patients seen each month is relatively 
consistent. 

• Download and save either an electronic or paper copy of your 
summary profile report and affirmation statement for future 
reference. 

Reports and Affirmation are deleted after 30 days.
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Affirmation 
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2024 New Edit
• New Payer ID Edit Coming 

• Effective Q1 2024

• Payer ID will be required for the following insurance types
 Medicare
 Medicare Advantage
 Medicaid
 BadgerCare
 Commercial 
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Q123 - New Plan Code to Identify Medicare Part C 

• New Plan Code MPC-09

• What is Medicare Part C?
 https://www.hhs.gov/answers/medicare-and-medicaid/what-is-medicare-part-c/index.html Learn more about 

Medicare Advantage Plans.

• A Medicare Advantage Plan (like an HMO or PPO). Medicare Advantage Plans, sometimes 
called “Part C” or “MA Plans,” are offered by private insurance companies. 

• Medicare Advantage Plans provide all Part A (Hospital Insurance) and Part B (Medical 
Insurance) coverage and may offer extra coverage, such as vision, hearing, dental, and/or 
health and wellness programs. Most include prescription drug coverage (Part D).

• Medicare pays a fixed amount for care every month to the companies offering Medicare 
Advantage Plans. These companies must follow rules set by Medicare. 
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Extension Requests
• Extension requests must be done in the WIpop Application. 

• Not to be used to delay the quarterly submission requirements due to 
vacations or holidays.
Should be used only when:
 Fire, Flood, Weather Event, Vendor Changed, etc. 

• We may contact you even with an extension request on file 
 Experience has taught us to never make assumptions.
 We have statutory timelines we must adhere to. 
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Invalid Batch File – Duplicate Records 
There are two types of batch file rejects as it relates to duplicate records that 
apply. 

1. Duplicates within same file - two records with the same patient 
control number in file

2. Duplicate patient control number of a record/encounter that 
already exists in WIpop

To fix and/or remove duplicates: 
Resubmit the batch with the phrase “exclude_duplicates” somewhere in the file 
name. 

 Example file name: Q218 IN OP exclude_duplicates.txt 

• This process applies to both types of duplicate rejects. 
• If the record already exist, we will keep the original encounter/record.
• The batch file email response will include the number of records submitted and 

number of duplicates removed. 
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Edits: Finding a Patient 
• Most of the reports contain the patient control number.

• The patient control # must be used to locate a record/encounter. 
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You can click “Find” or hit “Enter” 



EDITS: Fixing records
• Edits can seem scary and overwhelming.

• Click on the Triangle to see what the edit says! 

• Fixing edits usually goes faster with each quarter. 

• Don’t stress it looks like there’s hundreds, one record might have 6. 

• Reference the Wipop Manual – Appendix 7.9 – Edit Codes and 
Descriptions 
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EDITS: Correcting Dates of Service 
Discharge date (procedure date) determines which quarter to use when reporting. 

• For example, if service started on 06/30 and ended on 07/01, the record 
should be included in the 3rd quarter data submission.

• Date of Service (DOS) can sometimes cause edits in the outpatient surgery data
 Why does this occur? 
o Discharge or statement date is off due to date it was coded, billed or patient ended treatment. 
◦ To fix: Do not delete record, rather try to get the dates to match the quarter you’re working by 

changing the service date or the procedure date. 
o WHAIC does not operate like an insurance company. We’re more interested in services rendered. 

• DOS must match the dates in the revenue line items

• For most DOS edits - user may change the data to fit the quarter. 
 Be careful to verify actual dates in the EMR before changing dates. 
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EDITS: Type of Bill
• Type of Bill Codes are on the 837i claim and required in WIpop. 

• Type of bill (TOB) codes are published in the UB-04 National Uniform Billing 
Committee guidelines (NUBC).

• The TOB gives three specific pieces of information. 
 The first digit identifies the type of facility. 
 The second digit classifies the type of care. 
 The third digit indicates the sequence of the bill in any episode of care. It is referred to as a 

“frequency” code. 

• Cannot use an outpatient type of bill with an INP record and vice versa. 
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External Cause Codes
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How to 
communicate 
with WHAIC
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Email is best 
way to reach 

us.

Always include 
your 3-digit 

facility ID 
number and 

name.

Include your 
issue in subject 
line or body of 

email.

Include patient 
control 

number if 
needed to look 

at record. 



Contact 
Information 

www.whainfocenter.co
m 

• Cindy Case, Manager of Compliance, Education and 
Training 

• ccase@wha.org

• Heather Scambler, Program Specialist

• hscambler@wha.org

• Justin Flory (For Technical difficulties with the files 
only)

• jflory@wha.org 

• Best way to reach us at WHAIC or ask questions.

• whainfocenter@wha.org 
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Data Submission Calendar
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