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1 Introduction 
The Submitter Portal is the application facilities use, to manually upload files, check on file 
status and retrieve error reports for SPARCS. This guide will outline how to load files, 
determine file status and download reports in the SPARCS Portal. If you want to learn more 
about SPARCS please refer to the DOH Website: Statewide Planning and Research 
Cooperative System 

https://www.health.ny.gov/statistics/sparcs/
https://www.health.ny.gov/statistics/sparcs/
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2 Provisioning 
In order to access the SPARCS Portal, the facility and submitter must be provisioned. If you are 
not already provisioned, send an email to sparcs.submissions@health.ny.gov requesting to be 
provisioned with the following information.: 

Table 1: SPARCS Provisioning 

Full Name:   

Middle Name/Initial:   

Contact phone number:   

Email Address:    

Optum OneHealthcare ID:   

Facility Name:   

PFI:   

ZCS Number: 
 

 

For instructions on how to obtain a One Healthcare ID, please refer to Appendix 1 – Creating a 
One Healthcare ID . 
For existing submitters, keeping the contact information for provisioned submitters and facilities 
up to date is very important in maintaining security of PHI. Please email any changes to contact, 
phone and email to sparcs.submissions@health.ny.gov. 
  

mailto:sparcs.submissions@health.ny.gov
mailto:sparcs.submissions@health.ny.gov
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3 Logging into the Portal  
Once facilities and submitters are provisioned, they can access the SPARCS Portal and files 
can be uploaded. 
1. Navigate to Home | NY SPARCS 
2. Click on “My Apps” 

 
3. User will be redirected to enter One Healthcare ID: 

 

https://sparcs.optumoi.com/home
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4. User will then be directed to enter One Healthcare ID password: 

 
5. Once One Healthcare ID is validated, user is redirected back to NYSDOH site: 
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6. Click on SPARCS Submission “Launch Application” : 

 
7. The SPARCS Portal screen opens. 

 
7.1. Hovering over the Facility name triggers a pop up with the facility details (see image 1 

above). If the submitter is provisioned for multiple facilities, utilize the drop-down arrow 
next to the facility name to select the desired facility. 

7.2. The file and report tabs on the main screen are used in the file submission process. The 
tabs, File Upload, Claim File Reports, Processing and Errored Files, and Adjust-Void-
Dup Reports (see image #2 above) are defined in sections 4-7 below.  

7.3. The rules around submitting files on the portal are defined for submitters’ convenience 
(see image #3 above).  
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4 File Upload Tab 
Upon entering the SPARCS Portal, you are directed to the File Upload tab. The File Upload tab 
is where submitters upload the files to be submitted for SPARCS. 
1. Click on “Select File” 

 
2. A pop-up file dialog will open. 
3. Navigate to the folder that contains the files to upload for submission. 
4. Select file to upload. 

 
TIPS for optimal performance: 
• Only upload X12 formatted files. 

o For additional information on X12 guidelines, please refer to the following 
resources: 
 ASC X12 Implementation Guides 
 SPARCS Transaction Information Companion Guide X12 Version 5010 

• Only 837R file types with version 005010X225A2 are accepted. 
• The maximum file size accepted is 5MB. 

o If the file size is larger than 5 MB, then the file would need to be submitted 
through the Secure File Transfer Portal (SFTP). 
 If the facility requires SFTP access, please email 

sparcs.submissions@health.ny.gov requesting SFTP access. 
• Each file must contain a single Facility's records. 
• Limit file name length to 89 characters or less. 

 
5. Under “STATUS” in the File window, a message “File uploaded successfully” should be 

received if the file meets size, type and format criteria. 

https://x12.org/
https://www.health.ny.gov/statistics/sparcs/training/docs/sparcs_companionguide_2024.pdf
mailto:sparcs.submissions@health.ny.gov
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6. If errors are encountered while the file is uploading, an error message will display. At this 
point the file load process has stopped, and the file has not been processed. The errors 
must be corrected by the submitter and then the file uploaded again.
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5 Claim File Reports Tab 
After a file has been processed, submitters can utilize the Claim File Reports tab, to find the 
number of records within each file accepted or rejected, error reports and/or acknowledgement 
reports that are created once the file is processed.  
Even though records show as accepted, there is an additional layer of processing that occurs 
overnight. It is possible for records to be rejected in that second processing. Please refer to the 
ADJUST-VOID-DUP section of this document for further information. 

 
 
If the total number of records Accepted is 0, only a 999 file is generated.  Please open a ticket 
with the OPTUM Helpdesk to receive the error report. (Refer to FAQ’s for how to open a ticket 
with OPTUM.) To retrieve an error report for a file where only some of the records in the file 
were rejected and others accepted, please follow the steps below to retrieve the error report: 
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1. Navigate to the Claim File Reports tab. 

2. Click on the document icon  under Action on the row of the file you want to research. That 
will expand the reports available for that file. 

  
3. Download the CSV file by clicking on the dropdown icon . The error report will contain all 

errors for the rejected records. 
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6 Processing and Errored Files Tab 
The processing portion of this tab gives an update on the status of the file. If the file does not 
meet the structural guidelines, it will remain on this page and not make it to the Claim File 
Reports tab. In this tab, users have the ability to resubmit an errored file as well as see why it 
errored. If the error is related to a file structure error, please fix the error in your system, 
regenerate the file and resubmit. If the error is related to a connection issue, the file can be 
resubmitted from this tab. 

 
1. Navigate to the Processing and Errored Files tab 

2. To see why a file has errored, click on the “Warning” icon  on the file row: 
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3. To resubmit the file, click on the upload symbol  : 
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7 Adust-Void-Dup Reports Tab 
After the SPARCS nightly process completes, which is usually by the following morning, records 
that were rejected for the below reasons, will be populated in a report found in this tab. If no 
records are rejected, there will not be a report.  
 

Error Descriptions:  
o DUPLICATE CLAIM RECORD – A record was submitted with a claim frequency code of 

1 and the record for the services already exists in SPARCS.  
o ORIGNAL RECORD NOT FOUND FOR ADJUSTMENT – A record was submitted with 

a claim frequency code of 7 to make an adjustment to a record previously 
submitted.  The record that is being adjusted does not match any record previously 
submitted to SPARCS.  

o ORIGNAL RECORD NOT FOUND FOR VOID - A record was submitted with a claim 
frequency code of 8 to void a record previously submitted.  The record that is being 
voided does not match any record previously submitted to SPARCS.  
 

o Sample File:  
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To access the reports: 
1. Navigate to the Adjust-Void-Dup Reports tab 
2. Enter the date of or before the file submission in the Start Date search by clicking on the 

calendar icon and choosing the date in the pop-up calendar 
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3. Click “Search” 

 
 
4. The ADJUST-VOID-DUP Reports will populate at the bottom of the screen, if there were any 

records rejected. 
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5. Download the report by clicking the download icon .  
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8 FAQ’s 
• The file I submitted rejected all the records and I can’t read the 999 file that was generated. 

o Open a ticket with the OPTUM Helpdesk for a readable Error report that will outline how 
to fix the errors in the submitted data. Once OPTUM receives your ticket, the SPARCS 
support team will generate an error report for the file containing the records that errored 
and why, along with a summary on how to fix the errors. 

o For additional information on SPARCS specific data submission requirements please 
use the Resources on the NY DOH website: Data Submission - Statewide Planning and 
Research Cooperative System (SPARCS) 

• How do I contact the OPTUM Helpdesk to open a ticket? 
o The preferable method to opening a ticket with the OPTUM Helpdesk is through the 

HUB: https://customercare.optum.com/  or by calling (866) 678-8646 option #2, then 
option #4; Monday-Friday, 8AM-7PM EST. 

• The facility files and records were all accepted based on what the Portal displays in the 
Claim File Reports tab, but I was notified by DOH that there are missing records. 
o First ensure that the files were submitted as Production files and not Test files. Records 

in test files will not be loaded to the SPARCS database. Refer to SPARCS Transaction 
Information Companion Guide X12 Version 5010 for additional information. 

o Check the Adjust-Void-Dup Reports Tab for the date after the files were submitted. 
These reports are generated the day after the file submission, if records in the file failed 
to load to the SPARCS database in the second level of processing.  

• I cannot access the SPARCS Portal, but I previously had access. 
o Submitters must log into the portal every 30 days otherwise your access is suspended 

and must be reactivated. 
o If your access is suspended, you must contact DOH @ 

sparcs.submissions@health.ny.gov to be reactivated which can take days to reactivate.  
Please refer to Table 1 in the Provisioning section of this document for what information 
is required to activate/reactivate your account. 

• The file I submitted is not on the Claim File Reports tab. 
o Please check the Processing and Errored Files Tab for the file in question. 
o If you are still unable to find your file, please submit a ticket to the OPTUM Helpdesk. 

 
 

https://www.health.ny.gov/statistics/sparcs/submission/
https://www.health.ny.gov/statistics/sparcs/submission/
https://customercare.optum.com/
https://www.health.ny.gov/statistics/sparcs/training/docs/sparcs_companionguide_2024.pdf
https://www.health.ny.gov/statistics/sparcs/training/docs/sparcs_companionguide_2024.pdf
mailto:sparcs.submissions@health.ny.gov
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9 Appendix 1 – Creating a One Healthcare ID 

How to create a One Healthcare ID  

Step Action 

1  Navigate to https://sparcs.linkplatform.com/home, click the Sign In button, and click Create One 
Healthcare ID. 

2  Enter your Profile Information: 

• Type your name in the First Name and Last Name fields. 
• If requested, enter your Year of Birth or Date of Birth. 

3  Enter your Sign In Information: 

• Type Your email address. 

Tip: If the email address is already associated with a One Healthcare ID, you can choose 
to sign in with your existing One Healthcare ID. Some applications may require a unique 
email address, which is one that only you use. If you use a shared email address, you may 
be asked to choose between answering security questions and entering a phone number 
to use to verify your identity to use One Healthcare ID's self-service features.. 

• Type an ID in the Create One Healthcare ID field.  
• Type a password in the Create password field. 

Tip: To display the characters you type, click the icon. Click the icon to mask the 
characters with asterisks. 

• Type your password again in the Type password again field. 

Tip: The requirements for valid One Healthcare IDs and passwords are listed on the screen. 
Checkmarks appear as you fulfill each requirement. 

4  If you are using a shared email address and are asked to select an additional verification option, do 
one of the following: 

• To add a phone number:  
o Select Add Phone Number. 
o Enter your Phone number. 
o Select Add. A code is sent to your phone. 
o Enter the Access Code and select Verify. A message indicates you have 

successfully verified your phone number. 

Tip: If you do not receive the code, select Resend text. 

• To answer security questions: 
o Select Add Security Questions. 
o Continue with the next step to select and answer your security questions. 

5  If required, select and answer your Security Questions: 

• Select your first security question from the Security question 1 drop-down list. 
• Type the answer to your first security question in the Security answer field below the 

question. 

https://sparcs.linkplatform.com/home
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Step Action 

• Repeat the above steps for Security question 2 and Security question 3. Each security 
question must have a unique answer.  

Tip: To display the characters you type, click the icon. Click the icon to mask the 
characters with asterisks. 

6  Read the terms of use and website privacy policy.  

Note: To read the terms and conditions or the privacy policy, select their respective links. A new 
browser window opens. When you finish reading, you may close the window. You can view these 
documents at any time by selecting the link in the copyright statement at the bottom of each page 
of the One Healthcare ID website.  

7  Select I agree. A page appears indicating an email with a confirmation code has been sent to your 
email address. 

Note: If you have a shared email address you have already verified your information. 

8  Check your inbox for an email from One Healthcare. 

Note: Confirmation codes do expire. If you did not respond before the code expired, you can 
request another code. 

9  Do one of the following: 

• Select the Activate my One Healthcare ID link in the email you received. 
• Select the enter the 10-digit activation code link on this page. 

10  Enter your 10-digit activation code. 

11  Select Next. Your email address is verified. 

12  Select Continue. 

What if I don't receive a verification email? 

If you do not receive an email within a reasonable time, select the Resend text or email link.  

More about valid One Healthcare IDs and passwords 

Your One Healthcare ID must be unique and must follow the guidelines you see below the field.  

Your password must be strong so it is difficult to guess and not a commonly used password. Frequently 
used passwords can be a security risk. If you enter a frequently used password, the system will prompt 
you to enter a different password. You also cannot reuse any of your recent passwords.  
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10 Related Documentation and Websites 
The table below lists the supporting documentation for this BRD.  

Table 2: Related Documentation/Websites 

Document 

Data Submission - Statewide Planning and Research Cooperative System (SPARCS) 

SPARCS Transaction Information Companion Guide X12 Version 5010 

SPARCS Portal 

 

 

 

 

https://www.health.ny.gov/statistics/sparcs/submission/
https://www.health.ny.gov/statistics/sparcs/training/docs/sparcs_companionguide_2024.pdf
https://sparcs.optumoi.com/my-apps
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11 Acronym List  
 

Acronym  Definition  

APD All Payer Database  

NYS New York State  

NYSDOH  New York State Department of Health  

OHSQA Office of Health Services Quality and Analytics 

SPARCS Statewide Planning and Research Cooperative System 

  


	1 Introduction
	2 Provisioning
	3 Logging into the Portal
	4 File Upload Tab
	5 Claim File Reports Tab
	6 Processing and Errored Files Tab
	7 Adust-Void-Dup Reports Tab
	8 FAQ’s
	9 Appendix 1 – Creating a One Healthcare ID
	How to create a One Healthcare ID
	What if I don't receive a verification email?
	More about valid One Healthcare IDs and passwords

	10 Related Documentation and Websites
	11 Acronym List

