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I. SURVEY COLLECTION 
 

WHA Information Center (WHAIC) is a wholly owned subsidiary of the Wisconsin Hospital 
Association (WHA). The WHA Information Center is dedicated to collecting, analyzing, and 
disseminating complete, accurate and timely data and reports about charges, utilization, quality 
and efficiency provided by Wisconsin hospitals, ambulatory surgery centers and other health care 
providers. 

All Wisconsin Medicare certified hospitals, including psychiatric hospitals, are required to report 
survey data to the Wisconsin Hospital Association Information Center (WHAIC) annually, based on 
their Fiscal Year End.  WHAIC collects data pursuant to Chapter 153 of the State Statutes and 
subject to all terms and conditions as described in ss. DHS 120 and explains the data submission 
procedures and any fines/forfeitures that may be incurred from neglecting to submit, validate, and 
affirm the survey data. 

Per the statute, “every hospital shall annually file with the department within 120 calendar days 
following the close of the hospital’s fiscal year.”  For timelines specific to your calendar year, 
see the survey calendar section. 

This manual outlines the process of submitting timely survey data for Wisconsin hospitals. This 
document can be used alongside the Annual Manual to help answer questions and provide 
guidance during the annual survey submission. Each facility is responsible for compliance with 
survey data submission.  

In order to get started, users must use the 3-digit facility ID number assigned by WHAIC to each 
individually licensed hospital. This number is also to be used to communicate with WHAIC and 
submit facility data in the survey system application.  For information on how your data is used in 
our on-line publications, discharge data sets and other data deliverables, refer to our website at 
https://www.whainfocenter.com/  

Please Note: Once we receive your data, if you or a representative from your facility receives 
inquiries or questions about the data or publications we produce, refer the external party to the 
WHAIC Vice President.  WHAIC would like the opportunity to address any questions your facility 
may receive from an external party (newspaper, insurance company, researcher or other news 
outlet, etc.) 

 

 

 

 

https://docs.legis.wisconsin.gov/statutes/statutes/153
https://docs.legis.wisconsin.gov/code/admin_code/dhs/110/120
https://www.whainfocenter.com/
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II. COMMUNICATION AND RESOURCES 
 

A. COMMUNICATING WITH WHAIC 
When emailing WHAIC, include the 3-digit Facility ID number in the subject line and/or body of the 
email.  The ID is in the ‘Select Facility’ dropdown menu in the survey application (shown here) and 
in the annual survey manual Appendix. 

 

B. WEBSITE 
The WHAIC Survey website  provides information to assist hospitals with submission, validation, 
and affirmation of data.  Hospitals can find manuals, newsletters, training materials, the survey 
calendar, and more on this site. 

 

https://whainfocenter.com/Data-Submitters/Survey/Survey-Manuals/Annual-Survey/annualinstructions.pdf
https://www.whainfocenter.com/Data-Submitters/Survey
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III. PORTAL ROLES AND REGISTRATION 

NEW in 2024:  WHAIC transitioned to a single sign-on process/multi-factor authentication. New 
users needing access to the secured survey site require registration and a choice of survey role. 
Registrants will be approved within 24-48 hours unless there is a question about the registration.   

Primary contacts will receive notification of all newly registered portal users. The portal site is for 
authorized, registered users only. Use of the system without authority, or in excess of authority, is 
strictly prohibited. 

 

A. SURVEY ROLES 
Survey Roles are designations assigned by WHAIC and the facility to manage and oversee 
statutorily required survey data, timely survey submissions and corrections to the annual surveys. 

Survey Primary - recommended for users involved in submission process who need regular 
communications with WHAIC and have authorization to sign off on survey data. 

• Responsible for monitoring access and contacting WHAIC with any user access 
changes due to termination or change in role. 

• Automatic assignment of all surveys (if applicable for your hospital) – Annual, 
Fiscal, Uncompensated, Personnel, Medicare Cost Report, and Health System 
Survey. 

• Serve as a primary contact to address issues with the data, timely submission, and 
attend training. 

• Receive all communications from WHAIC regarding survey timelines, submissions, 
and compliance. 

• Share WHAIC communications with Survey Users in their organization, as 
appropriate. 

• Access to the data deliverables site to download/share the hospital data. 

• Authority to electronically sign and submit affirmation statements and/or obtain 
signatures from leadership. 

• Authority to upload Medicare Cost Report Schedule C. 

Survey User - Recommended for individuals who may delegate primary responsibility but need 
survey access to enter, view or sign off on surveys and/or affirmation statements. 

• Limited communications from WHAIC –contacted only in the event there is no 
response from Primary. 

• Surveys Users should expect to receive pertinent information from the Primary 
contact.   
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• Access to all surveys but responsibility for compliance lies with the Survey Primary. 

• Authority to upload Medicare Cost Report Schedule C. 

• May freely contact WHAIC with survey contact changes/facility changes. 

 

B. HOW TO REGISTER 
WHAIC uses single sign on/multi-factor authentication/duo-authentication as a method for users 
to log into multiple applications with one set of credentials. Users will no longer need a separate 
WHAIC username and password. Instructions for how to register for survey access are below. 

1. ACCESS THE SURVEY PORTAL HERE. (Orange Survey Login button) 
2. Users will use their own facility email address/credentials to register and login to the Survey 

portal. 
3. WHAIC will first verify if the user has an active WHA account. 
4. If no email is registered, the user will be required to register as a Survey User and select 

Primary or User, as it relates to WHAIC data submissions. 
5. All WHAIC communications are sent to the Primary contact.  See the Survey Roles 

Descriptions for more information.  
6. Choose ALL hospital(s) that you will be submitting data for.   
7. Also note that selecting Primary Survey Contact brings up a question regarding the Health 

System Survey.  If you are part of a Hospital System and will be submitting the Health 
System Survey, scroll down to choose your system from the 900’s in the dropdown.  

8. User access can be upgraded / downgraded at any time. Notify WHAIC at 
whainfocenter@wha.org with updates. 

9. Periodic authentication will be required to maintain system security. 

 

1. 

https://whainfocenter.com/Data-Submitters
https://whainfocenter.com/Data-Submitters/Survey/Resources/surveyregister
https://whainfocenter.com/Data-Submitters/Survey/Resources/surveyregister
mailto:whainfocenter@wha.org
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IV. SURVEY INFORMATION COLLECTED AND ITS USE 

Below is a list of the surveys collected and a brief description of their use and distribution of data. 
For questions about the use of the data collected, or answer questions from external sources such 
as news outlets, contact us at whainfocenter@wha.org 
 
More information about survey data collection can be found in Chapter 153 of the State Statutes 
and Admin Rule  DHS 120. 
 

 Annual Survey 
o Collects hospital information – Part of a system, type of hospital, certifications, etc. 

Reports the services that are provided at the hospital, number of beds, utilization, 
FTEs, and physicians. 
 Guide to Wisconsin Hospitals , Custom Reports & Workforce Development 

o Collects vacancies of select employee categories; number of employees 55 and 
over; number of employee separations; the Personnel survey has been combined 
with the Annual survey in 2024. 
 Custom Reports & Workforce Development, Workforce Resources 

 

 Fiscal Survey 
o Collects information on revenue and expense figures, gross patient charges and 

contractual adjustments by payer, balance sheet figures, and charity care and bad 
debt. 
 Guide to Wisconsin Hospitals & the Uncompensated Health Care report 

 

 Uncompensated Health Care 
o Collects definitions and policies and procedures determining a patients’ ability to 

pay related to eligibility for uncompensated care and income thresholds for 
financial assistance.  
 Uncompensated Health Care Survey 

 

 Medicare Cost Report / Schedule C 
o Used by WHAIC under the authority of the State of WI to calculate hospital tax. 

Facilities are required to upload their Schedule C into Data Deliverables on the 
survey website. 
 An example can be found here. 

 

 Health System Survey 
o Collects WI health care system information (if applicable); WHAIC utilizes this data 

with our government relations efforts and communication with the press regularly. 
 An example can be found here. 

  

mailto:whainfocenter@wha.org
https://docs.legis.wisconsin.gov/statutes/statutes/153
https://docs.legis.wisconsin.gov/code/admin_code/dhs/110/120
https://www.whainfocenter.com/Publications
https://www.whainfocenter.com/CustomReportsAnalytics
https://www.whainfocenter.com/CustomReportsAnalytics
https://www.wha.org/Members/WHAAccount/Resources/Workforce-Resources
https://www.whainfocenter.com/Publications
https://www.whainfocenter.com/Publications
https://www.whainfocenter.com/Data-Submitters/Survey/Survey-Manuals/Medicare-Cost-Report/MedicareCostReportManual.pdf
https://www.whainfocenter.com/Data-Submitters/Survey/Survey-Manuals/Health-System-Survey/hssinstructions.pdf
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V. SURVEY DUE DATES AND EXTENSIONS 
This section reviews the timely submission of survey data and how we collect the information 
based on your fiscal year end. 

A.  SURVEY CALENDAR 
Per the statute, “every hospital shall annually file with the department within 120 calendar days 
following the close of the hospital’s fiscal year.”  For timelines specific to your fiscal year, see the 
most recent survey calendar. 

The survey calendar provides a schedule of the due dates for all required upcoming submissions. 
Timely submission of the data allows WHAIC to comply with our obligation to release the 
publications on time per statutory requirements. 

Note each section of the calendar is divided by Fiscal Year End. DHS defines the standard 
submission deadline, but a facility may file for an extension via the survey application. 

Most hospitals are also required to submit a Medicare Cost Report. Due dates for the Medicare 
Cost Report are included on the calendar and are also due based on the Fiscal Year End. 
Submission of the Medicare Cost Report survey is done via the survey application, and a copy of 
the Worksheet C must be uploaded under Data Deliverables. The data is used by the WHAIC CFO 
to perform hospital tax assessments in August. 

 

https://www.whainfocenter.com/SurveySubmissionTimeline
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B. FILING FOR AN EXTENSION 
Under administrative rule DHS 120.12, WHAIC has the authority to grant extensions for up to 30 
days. To file an extension, you must have access to the WHAIC portal survey submission. 
Extensions must be filed 10 days before the data is due. Instructions for the extension process are 
below.  

1. Login to the Survey application and choose Survey Submission page 
2. Click on Extensions.  
3. Click on the ‘Request’ under the ‘Request Extension’ column, for each survey that needs an 

Extension. Or click the ‘Request Extension for all Facilities’ button to choose all of your facilities 
and all of their surveys at the same time. 

4. Choose an Extension reason and/or provide comments for why you are filing it. 
5. Click ‘Save Choice’. 
6. Once approved, ‘Request’ will change to ‘Requested’ and change color.  
7. An email will be sent to the person requesting the extension regarding the extension request 

approval. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://docs.legis.wisconsin.gov/code/admin_code/dhs/110/120/iii/11
https://whainfocenter.com/Data-Submitters
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VI. SURVEY APPLICATION AND ENTERING DATA 
This is the survey home screen. The links in the toolbar will take you to areas such as the WHA 
website, Survey website, Calendar, FAQ’s, Data Deliverables, and more.  

The ‘Announcements & Important Dates’ and ‘Attention Survey Users’ are areas that show 
information on what is upcoming or happening now for surveys such as the survey opening dates, 
training information, and other important information. 

The Survey Submission button takes users to the area of the website where surveys are listed and 
submitted. 

 

 

A. OVERVIEW OF THE SURVEY SUBMISSION PROCESS 
1. After clicking Survey Submission from the Survey home page, the Hospital Surveys screen 

will appear. 
2. Choose your hospital from the Select Facility listing.  

o Type in the name or 3-Digit ID to find your facility. The 3-digit ID is a unique 3-digit 
identification number assigned to each facility by WHAIC. This number should be 
included in email communications or correspondence with WHAIC.  

o For Health System Surveys (if applicable), locate the 900’s at the bottom of the list. 
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o Survey submitters may review the data from previous survey years through the 
survey application. The Year dropdown contains the current year plus two previous 
years. 
 To view, save or print the current year and/or previous surveys, choose a 

Year and click “Print/Save to PDF”. You will have the option to Save or Print. 
3.  The Enter/View Survey column will show the status of the survey. 

o ‘New’ or ‘Continue’ to begin the surveys. 
o ‘Continue’ takes you back to where you left off if you have already started the 

survey. 
o The Annual Survey has auto filled/pre-filled items from the previous survey year and 

will show up to 49% complete. All other questions require the user to enter data. 
 An example of auto filled questions in the Annual Survey is the 

‘Communications Contact and Reporting Period’ in Section I. 
o ‘Incomplete’ means that surveys are done, but not yet submitted. There will be 

Edits listed in the Action Needed column that need to be reviewed.  
o ‘View Only’ means that the survey was submitted but can still be reopened if the 

affirmation has not yet been submitted. (Once the affirmation is submitted, only 
WHAIC can reopen surveys. Contact WHAIC for help.) 

4. The Action Needed column will show Hard, Soft and Stats Edits that need to be reviewed, 
as well as confirmation of a Submitted Survey. 

5. There is also a list of authorized users for the hospital. Review this on a regular basis and 
contact WHAIC for any updates. 

6. Questions inside the surveys have additional details when clicking on the line number. They 
provide answers given to the questions in the previous year’s survey. (Previous Year 
Response) 

7. The Calculator will make calculations, which is especially helpful in the Fiscal survey. 
8. The “i” icon takes you to the manual to help answer any questions. 
9. Click the Save icon for any changes that are made to the survey. Auto-save occurs while in 

the survey, but it is good practice to Save upon exiting the survey. 
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B. THE EDITS PROCESS 
After saving you will get the opportunity to view and correct edits on that page or moving on and 
completing the survey and completing edits at the end. Edits can be a Hard Edit, Soft Edit and/or 
Statistical Comparison Edit.  

o Hard Edit – Mathematical or logical error: Edit that must be fixed to submit survey (e.g., fiscal 
survey line 1 + line 4 must equal line 5). These will show up as red inside the survey. 

o Soft Edit – Possible error; values imply unusual situation: Edit that must be verified to submit 
survey. (e.g., annual survey – line 160 – Admissions are more than 3% higher/lower than inpatient 
days in Section III. Are you sure?). These will show up as yellow inside the survey. 

o Statistical Comparison or Stats Edit– Possible error; values are substantially different than 
reported in the previous survey. Edits run after hard and soft edits are addressed. If the value is 
30% more or less than submitted in previous year, an edit will appear. (e.g., if total gross revenue is 
$1.0 million for FY 2023 and $1.3 million for FY 2024, an edit will appear). These will show up as 
purple inside the survey.  If the edit is bypassed, but needs further explanation, it will show up as an 
Action Edit on your affirmation statement. 

C. SUBMITTING AND REOPENING SURVEYS 
1. Once you have reviewed and/or fixed all edits, click Submit Survey in the Enter/View Survey 

column. 
2. There will be a check mark with Survey Submitted in the Action Needed column when fully 

submitted. 
3. If a survey needs to be Reopened and the Affirmation has not been completed yet, the user 

can reopen surveys in the Status column. 
o * Please note: Once surveys are reopened or changed, you will need to go back 

through the edit process and resubmit your surveys and complete a new affirmation 
statement. 

4. If the Affirmation has already been completed and a survey needs to be Reopened, WHAIC 
will need to do this for the facility. Contact WHAIC for assistance. 
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VII. ONLINE AFFIRMATIONS AND SCHEDULE C’S 
All hospitals are required to validate and affirm their data.  Primary contacts have access to the 
affirmation statement and will receive email reminders about deadlines to affirm the data.  WHAIC 
may contact hospitals after the affirmations are submitted if there are questions regarding 
variances in the data. The accuracy of the data is important for the Survey publications and for 
users of the data. 

In order to validate the data, users must first access the Affirmation.  

A. ACCESSING AFFIRMATIONS AND UPLOADING SCHEDULE C’S 
1. To access the affirmation statement, login to the survey site, and on the Survey home page 

toolbar click on the Data Deliverables tab and choose Affirmation and Schedule C Upload. 
2. Under the Action column, there are three values. 

o Complete Affirmation means that all required surveys have been submitted. Click 
the link to open the affirmation that needs to be submitted. (See “B. Reviewing the 
Data” below for instructions on how to review the data.) 

o Surveys Incomplete means the surveys are not fully submitted. Users should click 
the link and it will take them to the survey application to close any outstanding 
surveys. 

o View Affirmation means the affirmation has already been submitted. The affirmation 
can be downloaded but no further changes can be made. 

3. Under the Schedule C column you will see Upload, Download and Delete. 
o Upload prompts the user to upload the Schedule C. Upload will change to 

Download Delete after a file has been uploaded. The Schedule C will always be 
available to view via Download. 

o Download means the Schedule C is available to view because it has been 
uploaded. 

o Delete means the Schedule C can be deleted and a new one uploaded, if needed. 
o The Validated column is for WHAIC use only. 

4. The Year dropdown defaults to the current year and it can be changed to view affirmations 
and Schedule C’s from previous years. 
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B. REVIEWING THE DATA 
1. Clicking Complete Affirmation will bring you a screen with the Affirmation Summary Data, 

the FY Summary Report, Action Edits, Sign & Submit Affirmation and Reopen Surveys. 
This is the data that will be presented in the publications on the WHAIC survey website. 

2. Start with the Affirmation Summary Data. According to the Department of Health Services 
(DHS) 120.11, hospitals must adhere to standard data verification, review and comments 
before the data is signed off on via the affirmation statement. Review the data in the charts 
and on the table for accuracy. Items listed in red indicate a significant variation of 30% or 
greater from the previous year and should be reviewed carefully as they are often the focus 
of public interest. If changes need to be made, click Reopen Surveys and make the 
necessary corrections, including going through the edit process. 

3. To advance to the next page, click Next at the bottom of the page. 
4. Review the FY Summary Report. This represents a compilation of what will be displayed in 

the Guide to Wisconsin Hospitals. The information is drawn from the Annual/Personnel and 
Fiscal surveys. Review this information carefully for accuracy. Once the data is processed 
and published on the WHAIC website, any errors or misrepresented data cannot be 
adjusted. If changes need to be made, click Reopen Surveys and make the necessary 
corrections, including going through the edit process again. 

5. Action Edits will show any data points that need additional clarification. Provide comments 
as needed. If no Action Edits are found, you can submit the affirmation. 

6. Sign & Submit Affirmation - The designated primary contacts and/or the person(s) 
responsible for affirming the correctness of the data should submit the affirmation 
statement. Additional comments are not required, but this is an opportunity to share 
further information (i.e. explanation of variances in the Affirmation Summary Data). Submit 
the affirmation statement when complete and then download a copy for your records.  

 

https://whainfocenter.com/Publications
https://docs.legis.wisconsin.gov/code/admin_code/dhs/110/120/iii/11
https://whainfocenter.com/Publications
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C. UPLOADING THE MEDICARE COST REPORT (MCR) SCHEDULE 
C 

Hospitals must upload a copy of their Medicare Cost Report Schedule C. WHAIC is looking for the 
Title XVIII, Charges section of the Worksheet C, for the current fiscal year.  

1. Login to the survey site and click Data Deliverables on the Survey home page toolbar and 
then click Affirmation and Schedule C Upload. 

2. Click Upload under the Schedule C column and follow the prompts. 
3. Incorrect or updated Schedule C’s can be Deleted and re-uploaded. 
4. To view a Schedule C, click Download. 
5. See the example Schedule C below. 

Once the MCR is uploaded, WHAIC will validate it by comparing it with the MCR survey. This entails 
ensuring questions 66, 67 and 68 on the MCR survey match Lines 200, 201 and 202 on the 
Schedule C. The WHA CFO then reviews it to assign the hospital tax.  

If the facility has a Medicare exception and/or extension from CMS, WHAIC will need a copy of the 
letter emailed to whainfocenter@wha.org for our records. 

 

 

 

1 

3 

2 

4 

mailto:whainfocenter@wha.org
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