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Access WPS Secure-EDI and Sign-On

1. Open your web browser and go to the following URL.:

https://secure-edi.wpsic.com

The Sign-On page will be displayed.

Usernane; | Security Notice
You are about o access a seoured resource,
Password: | WIS Heath Insurance reserves e right b
maonitor anclfoe lime acoess o this resouros at
= g On % Hasnl sy hme.

Moed Melp? Ted Supgart - Dok Mares)

2. Type your Username and Password in the appropriate fields and click
(5 Sign on |

Note: Your Username is the 5-digit Submitter ID assigned by WPS.
Note: Your initial password for Secure-EDI is “12Wps34#” (without the

quotes). The password is case-sensitive so the “W” must be upper
case.

Change your Password

The first time you sign on to WPS Secure-EDI, the following “Account Options”
page will be displayed and you will be forced to change your password.
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https://secure-edi.wpsic.com/

Sigrea orin WPE Health Insurance 35 Youe sar Name (pourc].  Account Dptions - Sign Duk
W Home:
2 Folders Yau are required to change your passward now.

Account Options (Your User Name)
=

Sk wour Mew Passwords |

G T Fokles: N .
m Eriter your New Passwoed Again: |
Mo pre=s the “Change Password® button

= Charge Paswond =

Ml Help'?
Ol Felanmna

Tegh Suppport

To change your password, enter a new password in the appropriate field, enter
the same new password a second time in the next field and click

- Change Password -

Password Rules:

1.
2.
3

You will be required to change your password when you first log in.
Passwords MUST be at least 8 characters long.

Passwords MUST contain at least ONE UPPER CASE LETTER and at
least one lower case letter.

Passwords MUST contain at least one number.

Passwords MUST NOT contain or resemble your username or your
business name.

Passwords MUST be changed every 90 days.

The same password CANNOT be re-used until at least 24 different
passwords have been used.

Access “Account Options” at the top of the Secure-EDI page to complete
subsequent password changes.
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Upload/Download Wizards

The Secure-EDI application offers “wizards” that can be used to assist in sending
files to and retrieving files from WPS. There are 2 types of upload/download
wizards available:

1. ActiveX Wizard — Available to only to Internet Explorer users.
2. Java Wizard

These wizards can be used to transfer files but are not necessary. If an
Upload/Download Wizard is used for file transfers WPS Secure-EDI is able to
guarantee the integrity of the file throughout the transmission process.

The first time you sign on to Secure-EDI, you are presented with options to try to
install a wizard or disable the wizard. These options are available in your
“Account Options” at all times.

Signed onfo WPS Health Insurance &3 Youe Lsar Mame (yourid).  Actount Dptions - Sign Quk

B Home
. . ’ Wakame to WPS Heaalth Insuranca! Plrase watch this area

W Lags

Tar important messanes,

L:: Account Options (Your User Name)
Ll Wizard Installation

Tnanoed (s [0 msseg Oookes) fal pou don ' haee e Al
Waizard mrstale], Bkl o lka o
B Tey to install the Actives Wizaed

B Cizabl the Wizard
Meed Help? A ——

Plar (e Wizand (Wis sy ]
HLIL_'ILI_-#_"" » Parueal H‘Tr;_nu'rcr;-lrh".-.a'-;::a-'.
& Toch Syt

Possaracd bw

RAER

If you do not wish to install a wizard, select “Disable the Wizard” and your Home
page will be displayed. A wizard can be installed/enabled at a any time by
accessing your “Account Options”.

Complete the following steps to install the ActiveX Wizard (Internet Explorer
only):

Note: Steps for installing the Java Wizard are similar to those outlined below.
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1. Click on " Iry to install the ActiveX Wizard A page indicating that the
wizard is being installed will be displayed. This may take a few moments.

2. You will be notified that the Upload/Download Wizard has been
successfully installed.

Microsoft Internet Explorer

& The Upload/Download Wizard installed OF.

Click OK and your Secure-EDI Home page will be displayed.

WPS Secure-EDI Home Page

When you sign on to WPS Secure-EDI (and have changed your initial password,
installed or disabled wizards, etc.) your Home page will be displayed.

4. Access
wpg Account Options

5. Access B Hiorme

Activity Loas = Eolders @ Home < |

Firull Fle Folder:

G To Fokes: LLa05E s Prod. Trcare West BegonA0l0seport dat
(L kpdoscend b S BV Baderenestvgtion o 1 L1200 50 000 44 M) - [opondoss
Y vkl 200504
=iAcd 10105825 Prod. Tricare West ReganAnL0Eeport et > N Files f
D pionychend] b Sepue EO Bdiarmstrat i oo 4L 1200 04 900 44 SH] - Conanbonsd . New Flles 1or
meed Help? . ’

- download
& (ol 3 go T olr Homa Fokkr - 5 Brossa Other Folders
& Tech support

Mark A0 Files Mot R

Posssarad o 3. Go to your
PACREER, Home Folder

Step 1= Skt & folder - |Hore [ prod-send =] <
Etop 2 ﬁf CLICK HEFE to Laa o Hhig L ko) Wisanrtl, .,

1. Upload Files
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Your Home page provides links that allow you to:

1. Upload files to WPS (whether or not a Wizard has been enabled).

2. Download files from WPS that are available in your Home Folder
(New files are listed on the Home page for 7 days)

3. Go to your Home Folder to list, download and/or delete files from
WPS.

4. Access and Modify your Account Options

5. Access logs of your account activity including files that have been

uploaded, files that have been downloaded and any administrative
modifications that you have made to your account.
6. Search WPS Secure-EDI for Files or Folders.

Upload (Send) Files to WPS

You will have access to upload files to the following folders:
1. Home/Test-Send

This folder is for transmission of TEST files to WPS. Claim files uploaded
to this folder will not be processed for payment.

2. Home/Prod-Send

This folder is for transmission of PRODUCTION files to WPS. Claim files
uploaded to this folder will be processed by WPS or WPS Tricare for
payment.

Access to upload to Home/Prod-Send is granted to users who have
tested and been approved to send production files to WPS or WPS
Tricare. If you have already been approved to submit production
claim files, you will not be required to re-test using WPS Secure-EDI.

Files can be uploaded to WPS using the ActiveX Wizard, Java Wizard or without
the use of any Wizard.

Note: Since files are sent via the Internet, Medicare files MAY NOT be
transferred using WPS Secure-EDI.

6 of 19 1/9/2009



eUpload a File Using the ActiveX Wizard (Internet Explorer only):

1. From your Home page, select the Home/Prod-Send or Home/Test-Send
folder.
IrEme Wt Bl I
Dot by e EON] Edendness ration on 4L 1IZ00E D] a0 4 Al - Dol
< yourkd 200504 -
LLI05825.Prod. Tricare West RegonAnl0feport et
O yslouschind by Saivurey B0 Sdoriest ration o 4L 12005 £ 200 44 AM] » Duperigesd
Need Help? . :
& Ceifine Marueal 3 oo To Your Homa Fokder - 5D peowsa Other Folders
Tach Suport Mark A0 Fikes ot bew
Possmped by
E-’:.:!
-
Shey 1= Sekel & folder: [Hore ! prod-send #
ctep 2: B cLiny ppps Home fEsbeend Lo N
2. Launch the Wizard.
Step 2: W 10K HERE 1o Launch the Upload Wizard..,
3. Drag and drop your file(s) into the empty list that appears or click on “Add
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File” to locate, select and open the file(s) you wish to send.

Note: Multiple files may be added to the list and transferred at the same
time.
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MOYEit Upload Wizard - Upload to Home / test-zend

Empty file list

MOVE it Upload Whzard - Upload to Home / test-send

% _padrie | Renove |

C:Mtemphypaurfile. bt 4 20050411 15:41

File has been
dragged and
dropped to file
list or selected
and opened.

3. Once the file(s) you wish to send appear in the list, click - The

following “Upload Options” selection screen will appear:

MOYEit Upload Wizard - Upload to Home £ test-send

8 of 19 1/9/2009



You can choose to upload your files individually or upload all of the listed

files in a single .zip file.

Note: If you elect to send a .zip file, change the file name that appears in
the “Upload As” field from upload.zip to a unique file name followed

by .zip

MOYEit Upload Wizard - Upload to Home/test-send

'I“WE » |'Ehouse Upload Option——————

™ Upload files individually
{* lpload all files as one .zip !

If zipping file,
change file

Upload as: |u|:u|oad.2ip <

| name upload.zip

Motes: |

~I

[ Prompt for individual zip member names

[™ Close Wizard when done

é ¢ Back | Mext » I

to a unique file
name

Cancel |

Do not include any additional “Notes” with your file. WPS EDI’s process is
automated. Any notes that accompany a transferred file will not be read.

4. After choosing the Upload Option, click

M ent >

. The file transfer will

now occur. Once the transfer has been completed, the following

confirmation will appear:

MOVEit Upload Wizard - Upload to Home / test-send

Tranzfer complete. Integrity verified on all files.

Transfened 1 file in 0 seconds [0.00 KB/sec).
Prezs OF to cloge thiz window and view the Transfer Report.

|

é oK |

Click “OK” to return to your WPS Secure-EDI Home page. An “Upload
Wizard Transfer Report” will be made available to you at the bottom of
your Home page indicating the status of the file transfer.
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fccoun i Dptions - Sign Dk

- _ |
(Jpdoeschnd by Sxcurs BN Sgnninetration on HL12005 L1000 14 AH) - Doumiosd
TN < k] 200504

1L 105825 Prod. Tricare West RegonADLDRpoet. et
Opsouchad by Sixciores B SOVHREITARA0N o /L1 2005 21200 104 AH) - o]
e Healp? :
& Dline Maral 3 Go To vour Homa Fokder - 53 prassa Other Fokdors
ﬁ .I_E.U._SWJEJE Slark Al Flies ot Mo
“PHI&E
[

Glegs 1= Select o flder - [0S /s '|

Etep 2: W DL RS o Lareh e g ko ‘Wizarc |

Upload Wizard Transfer Report \]
Lol File Shalus

| cohmmpourfils. ot ¥ m o | bevsf- el G 10

e Upload a File Without an Upload/Download Wizard:

Complete the following steps to upload a file if no Upload/Download Wizard is
installed or if your wizard is disabled.

1. From your Home page, select the Home/Prod-Send or Home/Test-Send
folder.

Accoumk Dptions - =.i||1 Dk

@Hﬂm&

L e Files
5 Home youria
] 200514

L. Prod,Tr Regiond
[ Tshaachid by S 01 Aebramtnaon on /L1005 1101 :48 AH] - Gk
TN D200 0 .
Mead Halp? Tlpinaded by Sagurm E01 Admniraton on /L 1Z0S 1101 44 AH] - osmioad
& D Marsal B3 30 To Your Home Egider - 3 Brwss Qiber Fol
@ fech suppart A el
M Eps il Pl i

[T

Step 1: Selkct a folder: |Home f prod-sond =

Steg 2z Pick a fike woth §Homs / dest-serd
Browsa._
Step 3z Enter any applcabla notes:

Wi Then press e Unined® bumion

10 of 19 1/9/2009



2. Click ml to locate

Apcount Options - Sign Qut

I ey Files

5 s S ygairicd
* yniai] 200514
L IDSE25.Prod, Trica e West BegonAn10Rsnetdat
ok By Saamm B0 Skt nafon o L TR0 11 3001 e AH] - Do)
i A0 04
i Prodl, Trcs WA R4 |
Upinaded by Seoms F0 Bdoniness rgton oo H L1200 1 800 142 AH] - Domaniond
Mead Help?

ii;!rr i Pl gy eal B3 o To vour Homs Eokder - B3 procss Otber Folder

& Tecn suppart ik &0 Fikes bion by
” Posssredby

L] pload & File o
Step 1z Salkect @ folder: [Home ) tost-cond. =)

Sep 2z Pick a fike with h:_- “Briowes™ buriony File selected
E:'-.l:l:\-rrp".'pa.rl'm.l:-:t Browsa._ ! and Opened
Step 3: Enker any applcatia notes:
|
W e P g Uk btion d

g

- Upload -
3. Click ﬂ . The file transfer will occur and you will be returned to
your WPS Secure-EDI Home page. When the file transfer has been
completed, a status message will appear at the top of your Home page.
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Sigred orio WS Health Insurance a: Your Ueer Name (voord). Account Options - Sign Out

% Home
2 Folders G Uploaded nesw e with ID @ BEITS00° 0K,
A Logs

(':ﬁ Home

+, Firel File
T —
G Tio Fiolkdesr:
o R —
o G T * il 200514~
14, 1055875 Prod, Tricare Weat Regoon 4010 Report dat
L8 UL

] H‘-:"Il'ﬂ (Upinacd by Sacure B Sdmanestiraton on #]1L1RO0S 3100 142 AH] - Qoo

) . - ; EE - [
ﬁmlhph‘lanlﬂl 11105005 Prgel Tri | Bon. 0100 i

Lech Sugport fpinaced by Seoure I Sdminetration on 412005 11700 4 iH) - Dvrkoad

Possmingl by

i

* pload a File Mo,
Step 1t Sakct & fider |I-i:r“'|:‘_|'pn:-d-:|:n:| 'l

Shep 2z Fick & file woth $e Browss® Busion:
| Browea. ;
Stap 3z Enber any appboatia nobes:

wand then press the Unled” buron: | - bEos - |

Download (Receive) Files from WPS

All files from WPS (including reports from your claims submissions, electronic
remittance advice, 997 file acknowledgements, text messages indicating files are
ready for download, etc) will be placed in your Home Folder for you to download.

Any new files will be displayed on your Home page (for 7 days) when you sign in
and can be downloaded from that location. Other files, that have not been
deleted, can be accessed for download or delete by clicking on

5 o To Your Home Falder

eFile Naming Conventions:

The names of the files WPS places in your Home Folder will indicate:
Your WPS EDI User ID

The date and time the file was created

The Line of Business (i.e. Tricare West Region, WPS, etc.)
The data contained in the file (i.e. Report, 835 remittance, 997
acknowledgement, etc.)

vvyvyy
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| 2 The type of file - indicated by the file extension
- .Ixtfiles are simple text messages indicating files are available
- .dat files contain data (i.e. report, remittance, 997 acknowledgement)
- .zip files are compressed (zipped)

eDownload Files using Upload/Download Wizard:

Complete the following steps to download files if you have the ActiveX
Upload/Download Wizard installed and enabled. (The steps are similar if you are
using the Java Wizard).

1. Locate the file you want to download. (New files will be displayed on your
Home page. Other files can be accessed by going to your Home Folder.)

2. Click on ‘Download’ (next to the file name)

i d i [
WPS Health Insurance a5 Your Lisar Name [y,

ook Dptions - Sign Duk

| Tricare B |
(Updouycind by Zabpure B0V Egerdreseration on 4L TEZ00S 81000 (4 A ) - Do
vourkd. 200504~

1L 105825 Prod. Tricare West RegonARLDReport. bt

(Uklowsctend by S E] Scinestrafon anAfL1 2005 21 300 4 M) » Do Click
Meed Help? Download to
0 Cifine Marnsal 2 oo T Wowr Homa Fobder - 23 Rrossa Otber Fiokders receive the
@ Tech support Wark A1 Fligs ot Biew file
M S

i
| ]
G 1z Selecl a flder |' o Jf prodgend '|
Step 2 B CLICK HERE to Laurch ths Unload Wizarcl.,
3. The Download Wizard will now be opened and you will need to select a

folder in which to save the file.
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Click here to select a
folder where the file
will be saved. This
file will be saved in a
folder called “temp”

Select the destination filename

Iatemp j +~ B & BB

File narne: EI'-T_-'E.F'n:u:I.Trin::ale Wwiest Begion 4010.R ey u:nrt.t:-:t Save I
N Saveas tpe: IAII Files j Cancel |

&

4. Click . The file transfer will now occur. Once completed, the

following transfer verification will appear and the file will be located in the
folder you specified in step 3 above.

/ Transfer complete. [ntearity verified an all files.

D ownloading:
yound. 2005-04-11.105825.Prod. Tricare_wWest_Region. 4071 0.Repart. tkt [File

|

Eztimated time left: Done.  [Got 73 of 73 bytes)
Download to: C:Atemphpound. 2005-04-11.105825.Frod. Tricare_“west_
Transfer rate: 005 KB/zec

Open Cpen Folder Cloze |

=

Cl
Click il to return to your WPS Secure-EDI Home page.

eDownload Files Without an Upload/Download Wizard

1. Locate the file you want to download. (New files will be displayed on your
Home page. Other files can be accessed by going to your Home Folder.)

2. Click on ‘Download’ (next to the file name)
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PE Health Insurance a: Your Lsar Name (Worc).  Acrount Dptions -

Clign Dk

LI _ |
oot by Bk ECY Sgvenesiration on 4L IAZI0E 81000 144 AM) - Donioed
< yourkd 200504~

11105825 Prod. Ticare West RegonADL0Report bt

(Lipingcied by Sixoure B SAVHEraon on 4/L1/ZI0S 21200 49 AM] - Doz Click
MNeed Help? - Download to
& Deline Marneal 3 5o To o Homa Fokisr - 23 prowss Other Fokders receive the
@ Tech support Mark AL Flkes bos Hew file
“FEI&E

HRER,
[
Glep 1z Selkecl o folder |l-:-~.19.-'r:n:-.'l el -|
step 2: W CLICK HERE to Laurch the Unlosd WEarc...
3. A “File Download” dialogue box will open. Select “Save this file to disk”

. Ok
and dlick |

File Download

You have chozen to download a file from thiz location.

_..ezt_Region 4010.Report.dat from zecure-edi wpzic. com

What would you like to do with this file?

™ Open this file from itz current location

=5

¥ | Elwavs ask befare apenitg His bEe b e

|::> ok I Cancel | More Info |

4. Select a folder in which to save the file and click on .
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Click here to select a
folder where the file
will be saved. This
— file will be saved in a
|l ternp ol & B ek folder called “temp”

File name: I25.F'n:ud.Tricare_We3t_F|egion.4D1 0.Report.dat j Save I
Save as lype: I,dat Diacument j Cancel |
o

5. The file transfer will now occur. Once the file has been saved in the
specified folder, a dialogue box indicating that the file download is
complete will be displayed.

Download complete [_ | =]

ol =

v

== Dowrload Complete

Saved:
...est_Region.4010.Report.dat from zecure-edi.wpsic.com

EEEEEEEEENENENEEEENNEEENENEENENENENENENEEER
Downloaded: 982 KB in 3 min 26 zec

Diownload to: . wound. 2005-04-11.1 05825 Prod. Tricare_‘West_Res
Transzfer rate: 477 KB/Sec

[ Cloze thig dislog box when download completes

Open | DpEﬂEnIderl

Cl
Click - to return to your WPS Secure-EDI Home page.

16 of 19 1/9/2009



eDelete Downloaded Files from your Home Folder

Once you have downloaded a file, WPS suggests that you delete it from your

Home Folder.
Complete the following steps to delete a file:

1. From your WPS Secure-EDI Home page, click on
B9 o To Your Home Falder

2. Locate the file you wish to remove and click on ‘Delete’ next to the file.

. Alist of files in you Home Folder will be presented.

,’5 Home | yourid

U S bfolders

harg are oo suriildans i o s

oL Click ‘Delete’ to
o (M rcove file from
Errealopes ioon (20 incicates naw ks, Sort by: [Fiktams 5] | Seet | your Home
N s wd g, - Folder
Need Help? e i) S (e "'."Z"?IE Seopmil]  [elain-
g&d'ﬂ:_f‘]ﬂuu.' 11 L05A25 Bend. Tricare Wisst Feqion. 4080 Feport.dat S bt stion bouriond
'i:rllfl_*‘l_prﬂl t il Hlﬂﬁ-ﬂ.i' . ::I’;_Irbiﬁ mopn !r!-.! [latn -
i 11105025 Brod Tricare Wast Region d010 Raport el gy Smiinetio Poried
B !:|I—|-l et - Go L
3. You will be asked to verify that you wish to delete the selected file. Click

“Yes” to delete the file.

Dmakan
Filz Name and Fram
Tiene:
oL, SSAQE- e
11105555 Prod Tricare Wiest Peglon 4010 8eport dat :..!\-'::'““ mﬂ&.ﬂll
L
Are ol sure you want to delete file & 44735979
Mead Help? [
& Cealing Marusal
ﬁ Tech Sugppart
”lellg\_.' -
E"I_'.=!

Sceount Optkong - Shgin Ot

L Confirm File Daeletion
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Account Options

You can access your Account Options to change your password, indicate a new
contact email address, edit the number of files that are displayed on a single
page or install/enable/disable an Upload/Download Wizard.

Click on “Account Options” to display and/or modify your account settings.

HEALTH IMBURAMCE

Signed onto WPS Health Insurance a5 Your User Mame (yourid).  Account Options - Sign Out
® Home
5 Folders % Account Options (Your User Name
Y Logs

Find File/Folder: L Change Your Password...

Your password was last changed 2 days ago.vou must change your
password again within the next 87 days.

Enter Your Old Password: I

Enter vour New Password: I

Enter Your New Password Again: |
Need Help? Mow press the "Change Password" button:
© online Manual - Change Password -

© 1ech Support

Powered by
MOVEIR

L M Edit Your Notification Settings...

Email Address [ES]:I}"DU@FDU.EDW‘I

You may soectl mutinte emad adidvesrers - saparafe each addvass with 3 comma
i

Preferred Email Format: © HTML % Text

Mow press the "Change Motification” button:
- Change Motification -

LM Fdit Your Display Settings...

File/Folder Entries Per Page:llDD

Mow press the "Change Display" button:
- Change Display -

Upload/Download Wizard Status:
The Activex Wizard is Installed and Enabled

v Change Activesx Wizard Status Frstad or SnatisDisatiiz}
The Java Wizard is Disabled

¢" ichange Java \Wizard Status (nstal or SnatusDisatiiz )
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Sign Out

Once you have completed the your file uploads, downloads, deletes, etc. click on
“Sign Out” to end the session.

Laannass Prod Tricere West Begion A010Report ot
(Ubpdousciead oy Takeni s EON] Bdevanestvgtion o 4L 1200 51000 44 AM) - Qupndoss

Home -
T < yponarkd 20050~
LL105835 Prod.Ticare West RegonA0L0Report et
gouciend b T B0 S rat i) o AFLAJZ00E 01 200 44 AM]) - Cumeniboasd
meed Halp? '
& el Marwsal 3 goTovour Homa Fokder - = prossa Other Fiokders
ﬁ ‘_E'.E;"_ﬁwjtﬂﬂ Sark Al Files Mo Mo
”PEIEE

[HONEE
Ll Upload a File Now... ]
Ghep 1: Selecl a ki |li:t‘='E.-'I'-'l'l:l?-| vl '|

step 2: W CLICK HERE tp Larch the Unksd Wiar...

You will be returned to the initial Sign On page.
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