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1 Introduction 

The ForwardHealth Portal allows providers to conduct business through a secure entry point 24 
hours a day, seven days a week. After creating a secure Provider Portal account, providers can 
perform various functions including verifying member enrollment; submitting electronic claims, 
adjustments, and prior authorization requests; and viewing other reports and data. To avoid a 
delay in service, providers must provide contacts and communicate in a timely manner. 



July 15, 2024 ForwardHealth Provider Portal Account User Guide 
 

 2 Request Portal Access   2 
 

2 Request Portal Access 

To establish a Provider Portal account, providers will need a PIN. Providers can establish as many 
provider Portal accounts as needed for their business. Helpdesk support information is available 
in the Appendix: Portal Helpdesk Support of this guide. 

1. To request a PIN, access the Portal at https://www.forwardhealth.wi.gov/. 

Figure 1  ForwardHealth Portal Homepage 

https://www.forwardhealth.wi.gov/WIPortal/Default.aspx
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2. Click Providers. The public page for the Provider area of the Portal will be displayed. 

Figure 2  Public Provider Page 
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3. In the Quick Links box on the right of the page, click Request Portal Access. The Request 
Portal Access page will be displayed. 

Figure 3  Request Portal Access Page 

4. Lƴ ǘƘŜ άbtL LƴŦƻǊƳŀǘƛƻƴέ ǎŜŎǘƛƻƴΣ ŜƴǘŜǊ ǘƘŜ ǇǊƻǾƛŘŜǊΩǎ bŀǘƛƻƴŀƭ tǊƻǾƛŘŜǊ LŘŜƴǘƛŦƛŜǊ όbtLύ ƛƴ ǘƘŜ 
NPI Number field if the user is a health care provider. 

If the user is not a health care provider (for example, a personal care only provider, a 
specialized medical vehicle provider, or a blood bank), they can proceed to Step 9 of this 
guide. 
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5. Click Search. 

The άCƻǊǿŀǊŘIŜŀƭǘƘ /ŜǊǘƛŦƛŎŀǘƛƻƴǎ ŦƻǊ wŜǉǳŜǎǘŜŘ btLέ ǎŜŎǘƛƻƴ ǿƛƭƭ ŀǳǘƻ-populate with the 
ǇǊƻǾƛŘŜǊΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ǘƘŀǘ CƻǊǿŀǊŘIŜŀƭǘƘ Ƙŀǎ ƻƴ ŦƛƭŜΦ  

LŦ ǘƘŜ btL ƛǎ ƴƻǘ ŦƻǳƴŘΣ ǘƘŜ ǇŀƎŜ ǿƛƭƭ ǊŜŦǊŜǎƘΤ ƘƻǿŜǾŜǊΣ ǘƘŜ άCƻǊǿŀǊŘIŜŀƭǘƘ /ŜǊǘƛŦƛŎŀǘƛƻƴ ŦƻǊ 
wŜǉǳŜǎǘŜŘ btLέ ǎŜŎǘƛƻƴ ǿƛƭƭ ƴƻǘ ōŜ ǇƻǇǳƭŀǘŜŘ ǿƛǘƘ ǘƘŜ ǇǊƻǾƛŘŜǊΩǎ ƛƴŦƻǊƳŀǘƛƻƴΦ 

Figure 4  Request Portal Access Page 
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6. /ƭƛŎƪ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ Ǌƻǿ ŦǊƻƳ ǘƘŜ άCƻǊǿŀǊŘIŜŀƭǘƘ /ŜǊǘƛŦƛŎŀǘƛƻƴǎ ŦƻǊ wŜǉǳŜǎǘŜŘ btLέ ǎŜŎǘƛƻƴΦ 
¢ƘŜ ά{ŜƭŜŎǘŜŘ btLέ ǎŜŎǘƛƻƴ ǿƛƭƭ ŀǳǘƻ-populate with the selected information. 

Figure 5  Selected NPI Section With Auto-Populated Information 

7. 9ƴǘŜǊ ǘƘŜ ǇǊƻǾƛŘŜǊΩǎ {ƻŎƛŀƭ {ŜŎǳǊƛǘȅ ƴǳƳōŜǊ ό{{bύ ƻǊ ¢ŀȄ ID Number (TIN) in the SSN or TIN 
ŦƛŜƭŘ ƛƴ ǘƘŜ ά{ŜƭŜŎǘŜŘ btLέ ǎŜŎǘƛƻƴΦ  

8. Skip to Step 12 of this guide. 

9. If the provider is not a health care provider and therefore does not have an NPI, enter the 
ǇǊƻǾƛŘŜǊΩǎ aŜŘƛŎŀƛŘ tǊƻǾƛŘŜǊ L5 ƛƴ ǘƘŜ άtǊƻǾƛŘŜǊ bǳƳōŜǊ LƴŦƻǊƳŀǘƛƻƴέ ǎŜŎǘƛƻƴΦ 

10. From the Financial Payer drop-down menu, select the financial payer certification for which 
the provider is requesting a Provider Portal account. 

11. 9ƴǘŜǊ ǘƘŜ ǇǊƻǾƛŘŜǊΩǎ {{b ƻǊ ¢Lb ƛƴ ǘƘŜ {{b ƻǊ ¢Lb ŦƛŜƭŘΦ  

Figure 6  Provider Number Information Section 
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12. Click Submit. If the request is successful, a confirmation page will be displayed.  

Figure 7  Confirmation Page 

If the request is not successful, an error message indicating why the information could not be 
submitted will be displayed at the top of the page. 

Figure 8  Example Error Message 

A request could be denied for some of the following reasons:   

¶ No provider agreement on file. Call Provider Services at 800-947-9627 for the agreement. 

¶ The SSN or TIN number is incorrect. Verify the number and enter the correct number. 

¶ A PIN was already requested. Check within the organization to find out if someone has 
already received the PIN and set up an account(s). 

If the user has questions, they may call the Portal Help Desk (toll free) at 866-908-1363 
Monday through Friday between 8:30 a.m. and 4:30 p.m. 
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After a provider has successfully requested Portal access, a letter containing a PIN will be 
mailed to the provider. Access to the Portal is not possible without a PIN. The letter also 
ƛƴŎƭǳŘŜǎ ŀ [ƻƎƛƴ L5Σ ǿƘƛŎƘ ƛǎ ŀ ƘŜŀƭǘƘ ŎŀǊŜ ǇǊƻǾƛŘŜǊΩǎ btL ƻǊ ŀ ƴƻƴ-ƘŜŀƭǘƘ ŎŀǊŜ ǇǊƻǾƛŘŜǊΩǎ 
Medicaid Provider ID. For security purposes, the Login ID contains only the third through 
sixth digits of the NPI or Provider ID. 

Figure 9  PIN Letter
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3 Set Up an Account 

After receiving a PIN letter, administrative account users may set up an account on the Portal. 
Users will use the Login ID and PIN from the PIN letter to create a user name and password as 
well as to enter contact and security information.   

For information about adding a new organization to a current account, refer to Chapter 9 Add 
Organization of this guide. 

3.1 Account Types 

Three different account types are available through the Portal. Access to certain features or 
functions on the Portal is determined by the account type assigned to the user. Through these 
different account types, a high level of security and accountability is maintained: 

¶ Administrative accountsτThe user who establishes the Portal account with the Login ID and 
PIN (from the PIN letter) is considered the account administrator and is responsible for 
managing the Portal account. Administrative accounts are granted complete access to all 
functions and applications within the Provider area of the Portal and have the ability to add, 
remove, and manage other account types and their access. The account administrator is 
responsible for performing regular reviews of clerk accounts to ensure they are up to date. 

Each service location (certification/provider file) can only have one user designated as an 
account administrator; however, multiple service locations can be attached to the same 
account administrator. 

¶ Clerk accountsτAdministrative accounts can set up clerk accounts with access to any or all 
of the roles available to the administrative account. If a new role becomes available, that role 
may be assigned to a clerk account. A clerk account can be added to multiple organizations 
to allow one clerk access to multiple organizations.  

¶ Clerk administrative accountsτClerk accounts may be granted clerk administrative rights. A 
clerk administrative account can create new clerk accounts with access to any or all of the 
roles to which the clerk administrative account has access and can delete and manage clerk 
accounts under their purview.  
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3.2 Logging in for First Time 

After the administrative account user receives the PIN letter, they can access the Portal at 
https://www.forwardhealth.wi.gov/.  

Figure 10  ForwardHealth Portal Homepage 

https://www.forwardhealth.wi.gov/
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1. Click Login. A Sign In box will be displayed. 

Figure 11  Sign-In Box 

2. Click Logging in for the first time? 
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The Account Setup page will be displayed. 

Figure 12  Account Setup Page 

3. Enter the Login ID and PIN listed in ǘƘŜ ǳǎŜǊΩǎ PIN letter. 

For security purposes, the PIN letter will contain only four digits of the NPI or Medicaid 
Provider ID reported; however, users should enter the entire NPI or Medicaid Provider ID in 
the Login ID field.  

The PIN from the PIN letter can only be used once. After the account has been established, 
the PIN cannot be used again. 
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4. Click Setup Account. The Administrator setup page will be displayed. Note: When new 
provider administrators create a Portal account, they are required to provide backup contact 
information during account setup. Provider administrators will not be able to use the same 
contact information for both the administrator account and the backup contact. Refer to 
Chapter 7 Administrator Backup Information of this guide. 

Figure 13  Administrator User Profile Page 
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5. Enter information in the fields. It is necessary to complete all the fields on this page. 

¶ The user name must be between sixς20 characters and can only contain letters and 
numbers. The user name is not case-sensitive.  

Note: The user name cannot be changed without deactivating the account. 

¶ The password must be between nineς15 characters and must contain three different 
types of characters such as uppercase letters, lowercase letters, special characters, or 
numbers. The password must be unique and cannot contain information from the user 
name, contact first name, or contact last name. 

¶ The phone number must include the area code. The number will be auto-formatted. 

6. Read the Security and Confidentiality agreement. 

7. Check the agreement checkbox. 

8. Click Submit. If the user receives an error message, correct the error(s) and click Submit 
again.  
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The License for Use of PhysiciansΩ Current Procedural Terminology, Fourth Edition (CPT) and 
Point and Click License for Use of Current Dental Terminology (CDT) agreements page will be 
displayed. 

Figure 14  End User Point-and-Click License Agreements 

9. /ƭƛŎƪ ǘƘŜ ǊŀŘƛƻ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ άL !ŎŎŜǇǘΦέ /ƭƛŎƪ Submit Agreement.  

Note: LŦ άL 5ƻ bƻǘ !ŎŎŜǇǘέ ƛǎ ǎŜƭŜŎǘŜŘΣ the user will be returned to the Portal homepage and 
will not be able to access the secure Provider Portal. 
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10. ¢ƘŜ ǳǎŜǊΩǎ secure Provider page will be displayed. 

Figure 15  Secure Provider Page 
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3.3 Reset Password 

1. Access the Portal at https://www.forwardhealth.wi.gov/. 

2. Click Login. A Sign In box will be displayed. 

Figure 16  Sign In Box 

3. 9ƴǘŜǊ ǘƘŜ ǳǎŜǊΩǎ ǳǎŜǊƴŀƳŜΦ 

4. Click Next.  

https://www.forwardhealth.wi.gov/
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A Verify with your password box will be displayed. 

Figure 17  Verify With Your Password Box 

5. Click Forgot password? 
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A Reset your password box will be displayed. 

Figure 18  Reset Your Password Box 

6. Click Select to receive a verification via email or phone. 
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¶ If the user clicks Select for email: 

a. A Get a verification email box will be displayed. 

Figure 19  Get A Verification Email 

b. Click Send me an email. Note: The user also has the option to select Verify with 
something else which will take them back to the Unlock account box or Back to sign in 
which will take them back to the sign in page. 
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A verify with your email box will be displayed and an email will be sent. 

Figure 20  Verify With Your Email Box 

c. Proceed to Step 7. 
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¶ If the user clicks Select for phone:  

a. A verify with your phone box will be displayed.  

Figure 21  Verify With Your Phone Box 

b. Click Receive a code via SMS (text) or Receive a voice call instead. Note: The user also 
has the option to select Verify with something else, which will take them back to the 
Unlock account box, or Back to sign in, which will take them back to the sign in page. 
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A Verify with your phone box will be displayed. 

Figure 22  Verify With Your Phone Box 

c. Enter the code that was sent. 

d. Click Verify.  
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A Get a verification email box will be displayed. 

Figure 23  Get A Verification Email Box 

e. Click Send me an email.  
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A Verify with your email box will be displayed and an email will be sent. 

Figure 24  Verify With Your Email Box 
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7. ¢ƘŜ ŜƳŀƛƭ ǎŜƴǘ ǘƻ ǘƘŜ ǳǎŜǊΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƛƴŎƭǳŘŜǎ ŀ Reset Password link (Option 1) and a 
verification code (Option 2). 

Figure 25  Account Password Reset Email 
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8. The user can choose to either click the Reset Password link (Option 1) or enter the 
verification code from the email (Option 2) instead.  

¶ Clicking the Reset Password link from the email will display a verification code box. 

Figure 26  Verification Code Box 
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9. Copy the verification code from the verification code box or from the account password reset 
email, return to the verify with your email box, and click Enter a verification code instead.  

10. Enter the code from the verification code box or the code from the account password reset 
email and click Verify. 

Figure 27  Verify With Your Email Box 
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The Reset your Okta password box will be displayed. 

Figure 28  Reset Your Okta Password Box 

11. Enter a new password (twice for confirmation). 

12. Click Reset Password. The password will be changed and the user will be logged in to the 
secure Portal. 
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3.4 Unlocking An Account 

1. Access the Portal at https://www.forwardhealth.wi.gov/. 

2. Click Login. A sign In box will be displayed. 

Figure 29  Sign In Box 

3. Click Unlock account? 

https://www.forwardhealth.wi.gov/
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An Unlock account box will be displayed.  

Figure 30  Unlock Account Box 

4. 9ƴǘŜǊ ǘƘŜ ǳǎŜǊΩǎ ǳǎŜǊƴŀƳŜΦ 

5. Click Select to receive a verification via email or phone. 
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¶ If the user clicks Select for email: 

a. A Get a verification email box will be displayed. 

Figure 31  Get A Verification Email 

b. Click Send me an email. Note: The user also has the option to select Verify with 
something else which will take them back to the Unlock account box or Back to sign in 
which will take them back to the sign in page. 
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A verify with your email box will be displayed and an email will be sent. 

Figure 32  Verify With Your Email Box 

c. Proceed to Step 6. 
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¶ If the user clicks Select for phone:  

a. A verify with your phone box will be displayed.  

Figure 33  Verify With Your Phone Box 

b. Click Receive a code via SMS (text) or Receive a voice call instead. Note: The user also 
has the option to select Verify with something else, which will take them back to the 
Unlock account box, or Back to sign in, which will take them back to the sign in page. 
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A Verify with your phone box will be displayed. 

Figure 34  Verify With Your Phone Box 

c. Enter the code that was sent. 

d. Click Verify.  
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A Get a verification email box will be displayed. 

Figure 35  Get a Verification Email Box 

e. Click Send me an email.  
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A Verify with your email box will be displayed and an email will be sent. 

Figure 36  Verify With Your Email Box 
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6. ¢ƘŜ ŜƳŀƛƭ ǎŜƴǘ ǘƻ ǘƘŜ ǳǎŜǊΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƛƴŎƭǳŘŜǎ ŀƴ Unlock Account link (Option 1) and a 
verification code (Option 2).  

Figure 37  One-Time Verification Code Email 

7. The user can choose to either click the Unlock Account link (Option 1) or enter the 
verification code from the email (Option 2) instead. 
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¶ Clicking the Unlock Account link from the email will display a verification code box. 

Figure 38  Verification Code Box 

8. Copy the verification code from the verification code box or from the unlock account email, 
return to the verify with your email box, and click Enter a verification code instead.  

9. Enter the code from the verification code box or from the unlock account email and click 
Verify. 
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A Verify with your password box will be displayed with a message stating the account has 
been successfully unlocked.  

Figure 39  Verification Code Box 

10. Click Back to sign in to log in.
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4 Maintenance 

Users may change account information such as contact name, phone number, or email address 
through the Maintenance link on the Account homepage.  

4.1 Change Account Information 

1. Access the Portal at https://www.forwardhealth.wi.gov/. 

2. Click Login. A Sign In box will be displayed. 

Figure 40  Sign In Box 

3. 9ƴǘŜǊ ǘƘŜ ǳǎŜǊΩǎ ǳǎŜǊƴŀƳŜΦ 

4. Click Next.  

https://www.forwardhealth.wi.gov/WIPortal/Default.aspx


July 15, 2024 ForwardHealth Provider Portal Account User Guide 
 

 4 Maintenance   42 
 

A Verify with your password box will be displayed. 

Figure 41  Verify With Your Password Box 

5. 9ƴǘŜǊ ǘƘŜ ǳǎŜǊΩǎ ǇŀǎǎǿƻǊŘΦ ¢ƘŜ ǳǎŜǊΩǎ password is case sensitive. Make certain to enter it 
exactly. 

6. Click Verify. 
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The secure Provider page will be displayed.  

Figure 42  Secure Provider Homepage 
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 7. Click Account on the main menu at the top of the page. The Account Home page will be 
displayed. 

Figure 43  Account Home Page 

Various account management functions can be performed using the links on the Account 
Home page. 
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8. Click Maintenance. The Account Maintenance panel will be displayed. 

Figure 44  Account Maintenance Panel 

9. Make applicable changes. 

10. Click Submit. An Account Maintenance verification panel will be displayed if the phone 
number or email address were changed. 

Figure 45  Account Maintenance Panel ς Verify User Account 
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11. Select the email or text message to verify the account by clicking Select after the appropriate 
method. An Account Maintenance verification panel will be displayed. 

Figure 46  Account Maintenance Panel ς Email or Text Message Verification 

12. Click Send me an email for an email or Receive a code via SMS for a text. Note: Clicking Verify 
with something else will direct the user back to the verify user account screen allowing 
verification by either email or text message. 

13. Enter the code in the Account Maintenance verification panel. 

Figure 47  Account Maintenance Panel ς Enter Code 
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14. Click Verify. A confirmation message will be displayed. 

Figure 48  Confirmation Message
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5 Change Password 

Users will be prompted to change their Portal account passwords every 60 days; however, 
through the Change Password function, users can change their password at any time. 

Note: The Change Password link on the Account Home page serves the same purpose as the 
Change Password button on the Account Maintenance page. 

1. On the Account Home page, click Change Password. The Change Password page will be 
displayed. 

Figure 49  Change Password Page 

2. Enter ǘƘŜ ǳǎŜǊΩǎ current password. 

3. Enter ǘƘŜ ǳǎŜǊΩǎ new password (twice for confirmation). The password must be between 
nineς15 characters and must contain three different types of characters such as uppercase 
letters, lowercase letters, special characters, or numbers. The password must be unique and 
cannot contain information from the user name, contact first name, or contact last name. 

Note: The new password cannot match any of the last 24 passwords. 

4. Click Submit. A Change Password verification panel will be displayed. 

Figure 50  Change Password Panel ς Verify User Account 
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5. Select the email or text message to verify the account by clicking Select after the appropriate 
method. A Change Password verification panel will be displayed. 

Figure 51  Change Password Panel ς Email or Text Message Verification 

6. Click Receive a code via SMS for a text or Send me an email for an email. Note: Clicking Verify 
with something else will direct the user back to the verify user account screen allowing 
verification by either email or text message. 

7. Enter the code in the Change Password verification panel. 

Figure 52  Change Password Panel ς Enter Code 

8. Click Verify. A confirmation message will be displayed. 

Figure 53  Confirmation Message 
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6 Clerk Maintenance 

If more than one person will be working on the account, clerk accounts must be established and 
roles assigned for the various functions the clerks will be performing.  

Note: Clerk users with established accounts that have been inactive for at least 60 days will be 
notified as follows: 

¶ Inactive for 60 daysτNotification will be sent indicating clerk inactivity. 

¶ Inactive for 80 daysτNotification will be sent pending automatic removal.  

Accounts will automatically be removed after 90 days of inactivity. 

On the Account page, click Clerk Maintenance. The Clerk Maintenance Search panel will be 
displayed. 

Figure 54  Clerk Maintenance Search Panel 

Through the Clerk Maintenance panels, users with administrative and clerk administrative 
accounts can search for, add, or remove clerks; assign clerk roles; ŀƴŘ ǊŜǎŜǘ ŀ ŎƭŜǊƪΩǎ ǇŀǎǎǿƻǊŘΦ  
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Note: Users with clerk administrative accounts may not administer their own accounts or other 
administrative or clerk administrative accounts. 

6.1 Add a Clerk 

The Add Clerk function allows the user to add new clerks to a provider organization and to assign 
specific roles. 

1. Click Add Clerk located at the bottom of the Clerk Maintenance Search panel. The Clerk 
Account panel will be displayed.  

Figure 55  Clerk Account Panel 

Complete the following steps to add a new clerk account: 

¶ Enter a user name. The user name must be between sixς20 characters and can only 
contain letters and numbers. The user name is not case-sensitive.  

¶ Enter the new ŎƭŜǊƪΩǎ ŎƻƴǘŀŎǘ first name and contact last name. 

¶ Enter the new ŎƭŜǊƪΩǎ phone number (and extension, if applicable). 
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¶ Enter the new ŎƭŜǊƪΩǎ email (twice for confirmation).  

¶ Enter an initial password for the new clerk (twice for confirmation).  

The password must be between nineς15 characters and must contain three different 
types of characters such as uppercase letters, lowercase letters, special characters, or 
numbers. The password must be unique and cannot contain information from the user 
name, contact first name, or contact last name. 

Note: Clerks must change the password set up by the administrative account the first 
time they log in. 

If adding a clerk account that has already been created but needs to be added to a new 
organization, complete the following steps: 

¶ Click Search to the right of the User Name field. The User Name Search box will be 
displayed. 

Figure 56  User Name Search Box 

¶ 9ƴǘŜǊ ǘƘŜ ŎƭŜǊƪ ŀŎŎƻǳƴǘΩǎ ǳǎŜǊƴŀƳŜΣ ŦƛǊǎǘ ƴŀƳŜΣ ƻǊ ƭŀǎǘ ƴŀƳŜΦ 

¶ Click SearchΦ ¢ƘŜ ŎƭŜǊƪΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ƛƴ ǘƘŜ ά/ƭŜǊƪ 5Ŝǘŀƛƭǎέ ǎŜŎǘƛƻƴΦ 

Figure 57  Search Results Section  
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¶ Click the row of the applicable clerk account. The User Name Search box will close and 
the clerk account information will be auto-ǇƻǇǳƭŀǘŜŘ ƛƴ ǘƘŜ ά/ƭŜǊƪ 5Ŝǘŀƛƭǎέ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ 
Clerk Account panel. 

Figure 58  Clerk Account Information Auto-Populated on Clerk Account Panel 

2. Proceed to the one of the following sections once clerk details have been entered or 
populated: 

¶ Step 2 of Section 6.3 Add a Role to a Clerk of this guide 

¶ Step 1 of Section 6.5 Assign a Clerk Administrator of this guide 

6.2 Search for a Clerk 

The Clerk Maintenance Search panel allows a user to select an existing clerk within the provider 
organization.  

1. Enter information for the clerk in any combination in the Search Criteria section. 
Alternatively, leave the fields blank to bring up a list of all clerks associated with the provider 
organization.  

Figure 59  Search Criteria Section 

2. Click Search. 
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3. Click the row containing ǘƘŜ ŎƭŜǊƪΩǎ nŀƳŜ ƛƴ ǘƘŜ ά{ŜŀǊŎƘ wŜǎǳƭǘǎέ ǎŜŎǘƛƻƴ. 

Figure 60  Search Results Section 

¢ƘŜ ŎƭŜǊƪΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ǿƛƭƭ ǇƻǇǳƭŀǘŜ ƛƴ ǘƘŜ ά{ŜƭŜŎǘŜŘ /ƭŜǊƪέ ǎŜŎǘƛƻƴΦ 

Figure 61  Search Results and Selected Clerk Sections 

4. Proceed to one of the following sections of this guide once a clerk has been selected: 

¶ Section 6.3 Add a Role to a Clerk 

¶ Section 6.4 Remove a Role From a Clerk 

¶ Section 6.5 Assign a Clerk Administrator 

¶ Section сΦс wŜǎŜǘ ŀ /ƭŜǊƪΩǎ tŀǎǎǿƻǊŘ 

¶ Section 6.7 Delete a Clerk Account 
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6.3 Add a Role to a Clerk 

The Clerk Roles function allows a user to add roles to new or existing clerks. 

1. Click Next. The Clerk Account panel will be displayed. 

Figure 62  Clerk Account Panel 
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2. Lƴ ǘƘŜ ά/ƭŜǊƪ wƻƭŜǎέ ǎŜŎǘƛƻƴΣ ǎŜƭŜŎǘ ŀ ǊƻƭŜ from the Available Roles box. To select more than 
one row, hold down the Ctrl key and click all applicable roles.  

Figure 63  Clerk Roles Section With Available Roles 

3. Click >. The selected role(s) will be added to the Assigned Roles box. 

Note: To add all available roles to the clerk, click >>.  

Figure 64  Clerk Roles Section With Assigned Roles 

4. Click Submit. A confirmation message will be displayed at the top of the page. 

Figure 65  User Successfully Updated Message 

If an error message is received, correct the error(s) and click Submit again. 
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6.4 Remove a Role From a Clerk 

1. Click Next. The Clerk Account panel will be displayed. 

Figure 66  Clerk Account Panel 
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2. Lƴ ǘƘŜ ά/ƭŜǊƪ wƻƭŜǎέ section, select a role(s) from the Assigned Roles box. To select more than 
one row, hold down the Ctrl key and click all applicable roles.  

Figure 67  Clerk Roles Section With Assigned Roles 

3. Click <. The selected role(s) will be transferred to the Available Roles box. 

Note: To remove ŀƭƭ ƻŦ ŀ ŎƭŜǊƪΩǎ ŀǎǎƛƎƴŜŘ ǊƻƭŜǎΣ click <<.  

Figure 68  Clerk Roles Section With Role Removed 

4. Click Submit. A confirmation message will be displayed at the top of the page. 

Figure 69  Confirmation Message 

If an error message is received, correct the error(s) and click Submit again. 
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6.5 Assign a Clerk Administrator  

The Clerk Administrator checkbox allows a user to assign a clerk administrative rights. A clerk 
with administrative rights can create accounts for clerks and manage the roles assigned to them. 

1. Click Next. The Clerk Account panel will be displayed. 

Figure 70  Clerk Account Panel 
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2. Lƴ ǘƘŜ ά/ƭŜǊƪ wƻƭŜǎέ section, check the Clerk Administrator box. 

Figure 71  Clerk Roles Section With Clerk Administrator Checked 

3. Click Submit. A confirmation message will be displayed at the top of the page. 

Figure 72  Confirmation Message 

6.6 wŜǎŜǘ ŀ /ƭŜǊƪΩǎ tŀǎǎǿƻǊŘ 

1. On the Clerk Maintenance Search panel, click Reset Password. The Reset Password page will 
be displayed. 

Figure 73  Reset Password Page 

2. Enter the new password (twice for confirmation). The password must be between nineς15 
characters and must contain three different types of characters such as uppercase letters, 
lowercase letters, special characters, or numbers. The password must be unique and cannot 
contain information from the user name, contact first name, or contact last name. 
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4. Click Reset Password. A confirmation message will be displayed at the top of the page. 

Figure 74  Confirmation Message  

Note: Clerks must change the password set up by the administrative account the first time 
they log in. 

If an error message is received, correct the error(s) and click Reset Password again. 

6.7 Delete a Clerk Account 

1. On the Clerk Maintenance Search panel, click Remove Clerk to initiate the record deletion. A 
dialog box confirming the deletion will be displayed. 

Figure 75  Dialog Box 

2. Click OK. A confirmation message will be displayed at the top of the Clerk Maintenance 
Search page. 

Figure 76  Confirmation Message 

6.8 Clerk Account Log in for First Time 

Clerk account users will be required to complete the steps for multi-factor authentication (MFA) 
when logging in for the first time and every 60 days thereafter. 

With MFA, users are asked to provide two authentication methods to verify their identity when 
logging in to the Portal. MFA will protect Portal accounts against unauthorized access in case 
user login credentials are compromised. 

MFA will be required to log in when a user changes any of the following account information: 

¶ Account password 

¶ Email address 
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When using MFA, a user will be sent a one-time code through their choice of email, text message 
(SMS), or phone call.  

1. Access the Portal at https://www.forwardhealth.wi.gov/. 

Figure 77  ForwardHealth Portal Page 

https://www.forwardhealth.wi.gov/























































































