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Purpose of Training Document

This training document for submitting entities explains the exception request process on the Web Portal.
With these detailed instructions, submitting entities will be able to clearly complete three (3) processes:
create a new exception request, edit an existing request, and submit an exception request for
consideration.

Creating a New Exception Request

Web Portal Access

1. Loginto the Web Portal with your username and password.

Web Portal: Submitting Entity and Data Requester Access

The Arkansas All-Payer Claims Database (APCD) Web Portal provides authorized, secure access for data submission and data release.

Signing up for a Web Portal Account Log into the Web Portal

To request an account, please contact APCD Technical Support. User Name:

To submit an online technical support question, please fill out our online contact form, and somebody from
our technical support team will reach out to you within 2 business days.

Password:

Forgot your password? Click here

2. Next, click on the Data Exceptions tab and choose the report type on the Web Portal Dashboard.
Available report types for exception requests are Medical Claims Data, Dental Claims Data, Member
Eligibility Data, Pharmacy Claims Data, and Provider Data. Choose the appropriate DSG version—
4.01.2015 or 5.01.2017.

Upload Files Retrieve Files Account History Data Exceptions Technical Support

To create/update your organization's data exception requests, please choose the appropriate form type below:
Report Type:

- Choose a report type —
DSG Version:

-- please choose a report type first -

Create an Exception Request
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3. After selecting the report type and DSG Version, click the “Create an Exception Request” button.

Upload Files Retrieve Files Account History Data Exceptions Technical Support
To create/update your organization's data exception requests, please choose the appropriate form type below:
Report Type:
Member Eligibility Data
DSG Version:

8.0.2022

Create an Exception Request

Required Data for New Exception Request

1. To create a new exception request, first, select data elements by checking the button to the left and
provide the required data—New Threshold and Threshold Reason—for the data element(s) selected for
exceptions.

Data Exception Request

Submission Type: Member Eligibility Data

Request Status: You have not yet saved this request.
Created On; N/A- request has not been saved

Last Updated On: N/A - request has not been saved
APCD Admin Comments: -

Data Element DSG Threshold Current Threshold New Threshold Exception Reason

[J MEQO6 - InsuredGroupOrPolicyNumber 99% 99%

2. Within the “Exception Reason” dropdown, choose one of the three available options—Data Not
Available, Sending all available data, or Other (Provide Reason). For the “Other (Provide Reason)”
option, please erase the “Other (Provide Reason)” placeholder by backspacing and provide a clear
reason for the exception.

Data Exception Request

Submission Type: Member Eligibility Data

Request Status: You have not yet saved this request.
Created On: N/A- request has not been saved

Last Updated On: N/A - request has not been saved
APCD Admin Comments: -

Data Element D5G Threshold Current Threshold New Threshold Exception Reason

v - i % % .
4 MEDOD6 - InsuredGroupOrPolicyNumber 99 99 03 Data not available
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Saving or Discarding New Request

1. Once the required data is provided for the data element(s), either save the changes or discard the
changes. If the changes are discarded, nothing will be saved.

Save Changes | Discard Changes (nothing you've edited on this page will be saved)

2. If the required data is saved, a preview screen below is displayed with only the changed data elements.

Data Exception Request Review

Submission Type: Member Eligibility Data
DSG Version: 8.0.2022

Request Status: Created, but not submitted
Created On: 12/31/2025, 1:12 PM

Last Updated On: 12/31/2025, 1:12 PM
APCD Admin Comments: --

Data Element D5G Threshold Current Threshold New Threshold Exception Reason

MEOQO6 - InsuredGroupOrPolicyNumber 99% 99% 98% Data not available

Edit Request Submit Changes

3. Choose to either edit the request or submit the changes by selecting one of the buttons in the previous

step.
Data Element D5G Threshold Current Threshold New Threshold Exception Reason
MEOQO6 - InsuredGroupOrPolicyNumber 99% 99% 98% Data not available

Edit Request Submit Changes
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Editing an Existing Exception Request

An existing exception request will have a status, “Created, but not submitted” on the Web Portal under the
Data Exceptions tab. Click the “Review” button on the right to edit the existing exception request. When
editing an exception request, select or deselect data elements, change the data elements’ thresholds
and/or exception reasons.

Existing DSG Exception Requests

DSG Request Type DSG Version Last Updated Status

11183  Member Eligibility Data 8.0.2022 12/31/2025 Created, but not submitted

1. Click the “Edit Request” button to edit the existing exception request.
Data Element DSG Threshold Current Thresheld New Threshold Exception Reason

MEQD6 - InsuredGroupOrPalicyNumber 99% 99% 98% Data not available

2. Enter new data into New Threshold and Exception Reason. The number under Current Threshold circled
in red will occasionally be highlighted, which represents a previous exception has been applied to the
data element on the Web Portal.

Data Element D5G Threshold Current Thresheld New Thresheld Exception Reason

< B - InsuredGn rPoli 99% :
B MEO06 - InsuredGroupOrPalicyNumber 9 @ o8 Bekano avallible

3. Next, save or discard the changes made to the existing exception request. If the changes are discarded,
the request will remain un-edited.

|
Discard Changes (nothing you've edited cn this page will be saved)

4. If the changes to the data element are saved, a preview screen below is displayed with only the
changed data elements.
Data Exception Request Review

Submission Type: Member Eligibility Data
DSG Version: 8.0.2022

Request Status: Created, but not submitted
Created On: 12/31/2025, 1:18 PM

Last Updated On: 12/31/2025, 1:26 PM
APCD Admin Comments: —

Data Element D5G Threshaold Current Threshold New Threshold Exception Reason

MEOOE - InsuredGroupOrPolicyNumber 99% 99% 98% Data not available

ACHI » Arkansas Healthcare Transparency Initiative — Arkansas APCD Data Submission Exception Guide



5. Choose to either review and re-edit the un-submitted data of the existing request or submit the edited
existing request.

Data Element DSG Threshold Current Threshold New Threshold Exception Reason

MEQOE - InsuredGroupQOrPolicyNumber 99% 99% 98% Data not available
Edit Request | Submit Changes

Note: The request needs to be saved and submitted in order for the ARAPCD team to review.
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Submitting an Exception Request

Submitting the exception request will allow the ARAPCD team to review, approve, or deny the exception
request.

1. To submit a newly created or existing exception request, click the “Submit Changes” button.

Data Element DSG Threshold Current Threshold New Threshold Exception Reason

MEQDE - InsuredGroupOrPolicyNumber 99% 99% 98% Data not available

e ————)

2. To review the submitted request, go back the Web Portal dashboard and click the “Review” button next
to the exception request.

Existing DSG Exception Requests

DSG Request Type DSG Version Last Updated Status

11183  Member Eligibility Data 8.0.2022 12/31/2025 Submitted, pending review

When the exception request is submitted, its status on the Web Portal Dashboard changes to “Submitted,
pending review” from “Created, but not submitted.”

Automated Emails

Once the request is submitted via the Web Portal for ARAPCD review and approval, an email is sent to the
submitting entity that the exception request was received by ARAPCD for review.

After the ARAPCD team assigns the exception request for review, the status on the Web Portal changes
from “Submitted, pending review” to “In Review”.

Existing DSG Exception Requests

DSG Request Type DSG Version Last Updated Status

11183  Member Eligibility Data 8.0.2022 12/31/2025 n Review

Once the status changes to “In Review,” the submitting entity cannot change the submitted exception
request because the request is already being reviewed by the APCD staff.

Approved Exception Request

If the ARAPCD team approves the exception request, the submitting entity will receive an email notification
of the approval.

On the Web Portal Dashboard, the status of that exception request will change to “All Approved!” from “In
Review.”
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Existing DSG Exception Requests

DSG Request Type DSG Version Last Updated Status

11183  Member Eligibility Data 8.0.2022 12/31/2025 All Approved!

Approved exceptions are automatically applied to any new data submitted. A new exception request is
created on that data element, the current threshold will be highlighted in yellow; this color shows that a

previous exception has been applied.

Denied Exception Request
If the ARAPCD team denies the exception request, the submitting entity will receive an email notification to
view ARAPCD team’s comments on the Web Portal.

On the Web Portal, the status of that particular exception request with change to “Sent back for edits” from
“In Review.” This status means that the request can be edited and re-submitted.

Click the “Review” button on the right to see the comments for that data element.

11182 Member Eligibility Data 8.0.2022 12/31/2025 Sent back for edits

The “Approver Comments” provides feedback on the denial of the request.

Data Exception Request Review

Submission Type: Member Eligibility Data
DSG Version: 8.0.2022

Request Status: Sent back for edits
Created On: 12/31/2025, 1:12 PM

Last Updated On: 12/31/2025, 1:12 PM
APCD Admin Comments: MEOOG - This field should be populated and not contain empty values.

DSG Threshold Current Threshold MNew Threshold Exception Reason

Data Element

MEQOE - InsuredGroupOrPolicyNumber 99% 99% 98% Data not available

This request was not approved by the APCD review process. Please review this entry and adjust your request accordingly before resubmitting.

Approver Comments: This field should be populated and not contain empty values..
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Web Portal Status Description:

Type of Exception Request Status

Created but not submitted Request (New or Edited) Created, but not submitted
Submitted and not Reviewed by ARAPCD (New or Edited) Submitted, pending review
Submitted and ARAPCD reviewing request (New or Edited) In Review

Approved Request All Approved!

Denied Request Sent back for edits

ACHI » Arkansas Healthcare Transparency Initiative — Arkansas APCD Data Submission Exception Guide



	Purpose of Training Document
	Creating a New Exception Request
	Web Portal Access
	Required Data for New Exception Request
	Saving or Discarding New Request

	Editing an Existing Exception Request
	Submitting an Exception Request
	Automated Emails
	Approved Exception Request
	Denied Exception Request

	Web Portal Status Description:

