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1 Introduction

TheForwardHealthiPortal allows providers to conduct business through a secure entry point 24
hours a day, seven days a week. After creating a secure Provider Portal goeiddrs can
perform various functions including verifying member enroliment; submitting electronic claims,
adjustments, and prior authorization requests; and viewing other reports andTaeasaoich

delayin service, providers must provide contacts and communicate in a timely manner.

1 Introduction 1
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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 busindskdesk supporinformation isavailable
in the AppendixPortal Helpdesk Suppanf this guide

1. Torequest a PIN, access the Portditigds://www.forwardhealth.wi.gov/

N

wisconsin gov home. state agencies subject directory depodment of heolth services
ForwardHealth K=
Wisconsin sorving you
Welcome » February 8, 2022 12:51 PM
Leogin
Providers Members
o Provider-specific Resources Welcome to the ForwardHealth Portal * Find a Provider
COVID-19: ForwardHealth Provider News and Resources
Partners
« Find a Provider
Health System Generated C Attention: The information included on the ForwardHealth Portal is not intended for * Related Programs and Se
¢ Adjustments members enrolled or looking to enroll in Wisconsin Medicaid programs. Refer to the ress Enroliment for C
Department of Health Services website for member-specific information. s Enroliment Change Request
o Waiver Agencies
Trading Partners
B g§\! « Trading Partner Profile
Q¥R i =
Providers Acute and Primary  Adult Long:-Term  Children's Specialty
Acute and Primary Managed Care Managed Care Care Programs Programs
¢ Related Programs and Services
o Forw ea nroliment Data f.’:\'l
« Health Care Enroliment %
Irading Partners  Manufactyrer Drug Partners Members
Manufacturer Drug Rebate Rebate
¢ CMS Medicaid Drug Rebate Program
« Pharmacy Information -
| " i o - e . s s e

Figure 1 ForwardHealth Portdiomemage

2 Request Portal Acces2
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2. ClickProviders The public page for the Provider area of the Portal will be displayed.

depariment of health services

interChange

S
ForwardHealth =

isconsin serving you

the Health Insurance Portability and Accountability Act (HIPAA).

Provider Links

+ COVID-19 Unwinding Resources

Explanation of Banefits

Federal Poverty Limits for Presumptive Eligibility (PE) Determinations
EorwardHealth System Generated Claim Adjustments
QIG Post-Payment Rev

Opioid Treatment Program Certification

« Other Insurance - Carrier b r

Medicaid Recovery Audit Contractor (RAC) Information
PERM Resources

Provider-specific Resources

Related Programs and Services

State of Wisconsin Value Added Networks

Telehealth Expansion and Related Resources

Tobacco Cessation Benefit

e g N TN

Providers can use this page to access up-to-date information about programs covered under ForwardHealth. The links belo
the right offer easy access to key information and tools used most often. Providers should log in to the secure Provider Portal to
submit or retrieve information about their account or member data which may be sensitive and/or fall under the requirements of

What's New? Policy and Communication

R A e

Welcome » September 8, 2023 10:34 AM

Quick Links

Request Portal Access

Find/Contact your Professional Field
+ Representative
* Physician Administered Drug Resources
+ Provider Resources Reference Guide
« Provider-specific Resources
+ Fee Schedules

+ Become a Provider

+ Enroliment Tracking Search

Request for Medicaid Coverage

+ Consideration for Procedures and Devices

+ Provider Revalidation

Medication Therapy Management Case
+ Management Software Approval Process

Wisconsin Well Woman Program Policy a
* Procedure Manual

« Express Enrollment Change Request

Login

Search

nd

A

Figure 2 Public Provider Page

2 Request Portal

Acces3
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3. In the Quick Links box on the right of the page, Bleduest Portal Accesghe Request
Portal Access page will be displayed.

| Request Portal Access 2 |

Required fields are indicated with an asterisk(*).

+ Please complete the fields below to request your secure provider portal web access.
* You must complete either the NPI Information or Provider Number Information section.
« For the NPI Information section:

o Enter your NPI and press the search button.
o Select the appropriate ForwardHealth certification.
o Enter your SSN/TIN.

NPI Information

MNPI Number Search | Clear |

ForwardHealth Certifications for Requested NPI

Enter your NPI and press search.

Selected NPT *
NPI Number
Name
Address Line 1
City
ZIP
Taxonomy
Financial Payer

SEN or TIN

OR

Provider Number Information *

Provider ID
Financial Payer -

S5N or TIN

Submit Cancel

Figure 3 Request Portal Access Page

A

4. LY GKS abtL LYF2NXIGA2YyE aSOGA2yS>S SyuSNI GKS
NPl Numbefield ifthe user isa health care provider.

If the user isot a health care providefar example a personal care only provider, a
specialized medical vehicle provider, or a blood bané&y, canproceed toStep 9of this
guide

2 Request Portal Acces4



ForwardHealth Provider Portal Account User Guide Julyl5, 202¢

5. ClickSearch

Thed C2 NB I NRI1 S| §
LJNEQ)\RSNI)é AY T
LT GKS
wSlj dzS a

FAOL (i A 2-gopulae Hiththes S 1j dzS & G S
KFid C2NBFNRISHEGK KI

—
— >
 Qx

KS Dbt
284GSR b

a
K
GKS LI 3IS gAft NBTNE
tt y20 0SS LkLdzA I 4SF

Request Portal Access 2]

Required fields are indicated with an asterisk(*).

+ Please complete the fields below to request your secure provider portal web access.
+ You must complete either the NPI Information or Provider Number Information section.
+ For the NPI Information section:

o Enter your NPI and press the search button.

o Select the appropriate ForwardHealth certification.

o Enter your SSN/TIN.

NPI Information

NPI Number 1234567890 search | clear |

ForwardHealth Certifications for Requested NPI

Name Street City ZIP Code Financial Payer Taxonomy Description

GENERAL CLINIC 92E88TH ST STE 300  MADISON 53703 Medicaid 100RC0O000X Internal Medicine - Cardiovascular Disease

Selected NPI *

NPI Number

Name

Address Line 1

City

ZIP -
Taxonomy

Financial Payer

S5N or TIN

OR

Provider Number Information *

Provider ID
Financial Payer -

S5N or TIN

Submit Cancal

Figure 4 Request Portal Access Page

2 Request Portal Access



ForwardHealth Provider Portal Account User Guide Julyl5, 202¢

6.

7.

8.
9.

10.From the Financial Payer drdpwn menu, select the financial payer certification for which

I £t A01 UKS FLLINBLNARAIFGS NRg FTNRY GKS aC2NB|l NRI
¢KS a{ St SOGSR bpopukate it Daisklecysd infoknfation. | dzii 2
WWWWWWW

NPI Number 1234567890 search | clear |

Name Street City ZIP Code Financial Payer Taxonomy Description
GENERAL CLINIC 92 EB8TH 5T STE 200 MADISON 53702 Medicaid 100RCO000X  Internal Medicine - Cardiovascu lar Disease

Selected NPI *

NPI Number

Name

Address Line 1

City

ZIP

Taxonomy

Financial Payer

SSN or TIN
T R e T R i WA L PR
Figure 5 Selected NPI Sectitith Auto-Populated Information
9YUSNI GKS LINRODARS I}Iné} _{ 2IDMumber (T11S) dduN BSN®r TINdzY 6 S NJ
TASER Ay G(GKS a{StSOGSR btLé aSOGA2Yy D
Skip toStep 12of this guide
If the provider is not a health care provider and therefore does not have an NPI, enter the

LINE A RSNR& aSRAOIFIAR t NPOARSNI LS5 AY uKS

the provider is requesting a Provider Portal account.

119y 0SSN 0KS LINPGARSNID& {{b 2NJ¢Lb Ay GKS

R T i e e e R e T e AR W

Provider Number Information *

Provider ID 01234567
Financial Payer Medicaid -
SSN or TIN 000000000

Submit Cancel

Figure 6 Provider Number Information Section

2 Request Portal Acces8
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12.ClickSubmit If the request is successful, a confirmation page will be displayed.

wisconsin.gov home state agencles subject directory department of health services

A Welcome » May 2, 2019 12:05 PM
ForwardHealth Lein

isconsin serving you

Your Request for Provider Secure Site access has completed successfully! Quick Links
* Request Portal Access
» You will be receiving a PIN letter within three to five business days. Use this letter to create your secure Find/Contact your Provider
web account. * Relations Representative
Provider Resources
+ For more information on setting up your web account, Click here ¢ Reference Guide

Provider-specific Resources
Fee Schedules
Become a Provider

Enrollment Tracking Search

* MAC
* SBS User Guide

* Student Roster File Format
* Provider Revalidation

Medication Therapy
Management Case
Management Software
Approval Process

Wisconsin Well Woman
* Program Policy and
Procedure Manual

Express Enrollment Change

Request

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.

The following messages were generated:

The PIN request has been rejected. A unique ForwardHealth certification could not be identified for
the requested SSN/TIN.

Figure 8 Example Error Message

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

1 No provider agreement on file. Call Provider Services a®8D0627 for the agreement.

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

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

If the user hagjuestionsthey maycall the Portal Help Desk (toll free) at &8IB-1363
Monday through Friday between 8:30 a.m. and 4:30 p.m.

2 Request Portal Accest
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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 Portalospossible without a PIN. The letter also

AyOtf dzRSa | [23AyY

L5 ¢ KAOK-KASE i KK i {NBK LINIRNSS |

Medicaid Provider ID. For security purposes, the Login ID contairieottiyrd through

sixthdigits of the NP1 or Provider ID.

Anytown WI 55333-1111

Dear Provider:

State of Wisconsin e

Ay G082
Karen E bertake
‘-&:l';:aj: e Department of Health Services www.dhs_ wisconsin.goviforwardhealth
Month X, 20XX
Im A Provider
XYZ Clinic
123 Main St

FORWARDHEALTH

Telephone: 566-41

ForwardHealth has recerved your request to establish a secure Portal account. A summary of the
information you provided is included below, along with a Login ID and Personal Identification
Number (PIN) vou will need i order to set up vour secure provider account on the

ForwardHealth Portal.

NPI or Provider ID: xx3456xxRN

Provider Type/Specialty: Physician/Internal Medicine
Taxonomy: D.0.09.9.0.0:0:.9.0:4

Zip Code: 35555-1111

Financial Payer: Medicaid

Please note that for security purposes, only digits 3, 4, 5, and 6 of vour NPI or Provider ID are
shown.

To create vour secure Provider account:
+  Go to the ForwardHealth Portal at www. forwardhealth.wi.gov/.
» Select the “Providers™ button.
+ Select the Logging in for the first time? link under “Login to Secure Site™.
+ Enter vour Login ID and PIN:
Login ID: 3000000KX
PIN: b 0.6.0.6,0.0.0.0.¢

Detailed instructions and helpful hints on setting up vour secure provider account can be found at
www. farwardhealth.wi.gov’

Sincerely,

<Department Name=>
F-13512 (10/08)

www.dhs.wisconsin.gov

Figure 9 PIN Letter

2 Request Portal Acces8
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3 Set Up an Account

After receiving a PIN letteadministrative accounisers 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, reandpterd Add
Organizatiorof 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 accountabiliyintained

1 Administrative accountsThe 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 andapplications within the Provider area of the Portal and have the ability to add,
remove, and manage other account types and their actéssaccount administrator is
responsible for performing regular reviews of clerk accoungmsore 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.

1 Clerk accounts Administrative 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 multipleadigasi
to allow one clerk access to multiple organizations.

1 Clerk administrative accoumt€lerk 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 undr their purview.

3 Set Up an Accoun®
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3.2 Logging in for First Time

After the administrative accouniserreceivesthe PIN letterthey canaccess the Portal at
https://www.forwardhealth.wi.gov/

s wisconsin gov home state agencies subject directory deportment of heolh servic o3

ForwardHealth

Wisconsin sorving you
Welcome » February 8, 2022 12:51 PM
) Login

Providers Members
« Provider-specific Resources Welcome to the ForwardHealth Portal * Find a Provider
o Become a Provider
o Fee Schedules COVID-19: ForwardHealth Provider News and Resources
« Wisconsin Administrative Code Partners
« ForwardHealth Enroliment Data * Find 3 Provider
ForwardHealth System Generated Claim Attention: The information included on the ForwardHealth Portal is not intended for * Related Programs and S: es
¢ Adjustments members enrolled or looking to enroll in Wisconsin Medicaid programs. Refer to the * Express Enroliment for Children
* Health Care Enroliment Repartment of Health Services website for member-specific information. * Express Enroliment Change Request
¢ Provider Revalidation * Waiver Agencies

Enroliment Tracking Search

Bed Assessment e-Payment

Medication Therapy Management Case % ) Trading Partners
+ Management Software 1 @ ﬁ * Trading Partner Profile

J ) « PES
Providers Acute and Primary  Adult Long:Te Children's Specialty * Companion Guides
Acute and Primary Managed Care Managed Care Care Programs Programs Medication Therapy Management Case
« Related Programs and Services * Management Software Approval Process
 ForwardHealth Enroliment Data @ % )
¢ Health Care Enroliment & c
) ) Children's Specialty Programs

Irading Part Manufact /Q = part Memt « Birth to 3 Program
Manufacturer Drug Rebate Rebate « Children's Long-Term Support Program
* CMS Medicaid Drug Rebate Program * Katie Beckett Medicaid

« Pharmacy Information « Children's Specialty Managed Care Plans
== e e |

Figure 10 ForwardHealth Portdlomemge

3 Set Up an AccounitlC
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1. ClickLogin A Sign In box will be displayed.
Connecting to 16}

ForwardHealth

Sign In

Username

Figure 11 Signin Box

2. ClickLogging in for the first time?

3 Set Up an Accounill
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The Account Setup page will be displayed.
Account Setup 2]
Required fields are indicated with an asterisk(*).
Instructions:
If you have received your PIN Letter, enter your Login ID and PIN as they are listed in the letter and click Setup Account.

Once your Login ID and PIN have been validated, you may setup your user account.

If you do not know your Login ID or PIN, contact the Electronic Data InterChange (EDI) Helpdesk at 866-416-4979 to have your PIN

re-issued.

Note: The PIN is case sensitive.

Login ID*
PIN*

Setup Account ‘ Exit I

Figure 12 Account Setup Page
3. Enter the Login ID and PIN listediifk S  da Sl &

For security purposes, the PIN letter will contain only four digits of the NPI or Medicaid
Provider ID reported; however, users shaarder the entireNPI 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.

3 Set Up an Accounil2
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4. ClickSetup AccounfTheAdministratorsetup page will be displayedlote: When new
provider administrators create a Portal account, they are required to provide becktgrt
information during account setup. Provider administrators will not be able to use the same
contact information for both the administrator account and the backup corfRaterto
Chapter7 Administrator Backup Informati@f this guide

r Administrator )
Required fields are indicated with an asterisk (*).
+ Password must contain one uppercase letter, one number, and at least eight characters.
+ Security answers are case sensitive

Administrator Information

Password™
Confirm Password*
Contact First Name™
Contact Last Name™
Telephone Number™
Email™

Confirm Email*

Security and Confidentiality

The User understands that the Portal Access User Account Agreement (hereinafter "Agreement”), effective today, Is made by and between the State of Wisconsin Department of Health Services ("DHS") and users -
who sign up for an account on this website (hereinafter “User*).

WHEREAS, User renders certain professional health care services ("Services”) to ForwardHealth members, and submits documentation of those Services to DHS; and,

WHEREAS, DHS, In its implementation of the ForwardHealth program in Wisconsin, provides a System of operational and informational support to respond to User Inquiries to exchange certain data, claims, and
billing information through electronic communications and through the Internet (hereinafter the "System");

WHEREAS, while performing its services User may be given access to, or may be exposed to, certain confidential or Protected Health Information ("PHI") as defined under the Health Insurance Portability and
Accountability Act of 1996 ("HIPAA"), 45 C.F.R. pts. 160-164, and applicable regulations that implement Title V of the Gramm-Leach-Bliley Act, 15 U.S.C. § 6801, et seq. (the "GLB Regulations");

WHEREAS, User desires to utilize the System provided by DHS, and DHS desires to provide the System and related services and support to User, as defined and according to the terms contained hereinafter.
WHEREAS, as a condition of User's engagement by DHS, User agrees to take certain precautions, comply with certain practices, and implement certain procedures required by applicable law for the purposes of  ~

safe guarding data Integrity and safeguarding the confidentiality of PHI, all as more specifically set forth in this Agreement.

Please check the box if you have read and agree to Wisconsin's User Security Agreement.

Submit | Exit

Figure 13 Administrator User Profile Page

3 Set Up an Accountl3
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5. Enter information in the fields. It is necessargamplete all the fieldsn this page.

1 The user name must be betweenc@® characters and can only contain letters and
numbers. The user name is not casasitive.

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

1 The password must be betweamegl5 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 namey contact last name

1 The phone number must include the area code. The number will bd@umatted.
6. Read the Security and Confidentiality agreement.
7. Check the agreement checkbox.

8. ClickSubmit If the userreceivesan error message, correct the error(s) and Gakmit
again.

3 Set Up an Accounil4
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TheLicense for Use of Physic@Burrent Procedural Terminology, Fourth Edition (CPT) and
Point and Click License for Use of Current Dental Terminology (CDT) agreements page will be
displayed.

) wisconsin.gov home state agencles subject direclory depariment of health services

ForwardHealth | | s

Wisconsin serving you

Welcome » September 28, 2016 12:09 PM

LICENSE FOR USE OF PHYSICIANS' CURRENT PROCEDURAL TERMINOLOGY, FOURTH EDITION
(CPT)

End User Point and Click Agreement:

CPT codes, descriptions and other data only are copyright 2015 American Medical Association. All rights reserved. CPT is a registered trademark
of the American Medical Association (AMA).

You, your employees and agents are authorized to use CPT only as contained in the following authorized materials of Centers for Medicare and
Medicaid Services (CMS) internally within your organization within the United States for the sole use by yourself, employees and agents. Use is
limited to use in Medicare, Medicaid or other programs administered by CMS. You agree to take all necessary steps to insure that your employees
and agents abide by the terms of this agreement.

CONSEQUENTIAL DAMAGES ARISING OUT OF THE USE OF SUCH INFORMATION OR MATERIAL.

The license granted herein is expressly conditioned upon your acceptance of all terms and conditions contained in this agreement. If the
foregoing terms and conditions are acceptable to you, please indicate your agreement by clicking below on the button labeled "I ACCEPT”, If you
do not agree to the terms and conditions, you may not access or use the software. Instead, you must click below on the button labeled "I DO
NOT ACCEPT” and exit from this computer screen.

I Accept
I Do Not Accept
Submit Agreement |

About | Contact | Disclaimer | Privacy Notice
Wisconsin Department of Health Services

Figure 14End User Poiraind-Click License Agreements
9./t A01 GKS NI RAZ2 0dziSumjtAgfeSrieit (2 aL ! OOSLIi ¢ /

Note:L¥ &L 52 b2i theusevillbetretuinad taitte P&tal hof&page and
will not be able to access the secure Provietantal

3 Set Up an Accounils
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10.¢ KS dmc@d\dIRodider page will besplayed

interChange

TN
ForwardHealth

Prior Advices | Trade Files = Health Check

July15, 202

Welcome Kim Test = June 3, 2020 11:35 AM
Logoyt

vome | search [[ENOISedl Trading Partners | Partners | Managed Care = Manufacturer | Electronic Visit Secure Home | Waiver Agency Claims

Max Fee Home | Account | Contact Information | Online Handbooks = Site Map | Portal Admin | SysMaint | iC Functionality | Wisconsin Provider Index = User Guides

You are logged in with Provider 1D: 000000000

g@ Providers

What's New?

Froviders can improve efficiency whils reducing overhead and paparwork by using real-time applications available on the new ForwardHealth Portal. Submission and tracking of

claims and prior authori requests and amendments, on-demand access to remittance information, 835 trading partner designation, and instant access to the mast current

ForwardHealth information ks new avallable.

* New Rate Reform Part 3 Ideas/Recommendations Requested

® Incentive Payments. . . Are you Eigible?

* ForwardHealth System Generated Claim Adjustments

Certification

Sescch

» Customiza Home Page
* Demographic Maintenanoce

» Electronic Funds Transfer

» Check My Revalidation Date

« Revalidate Your Provider Enroliment
* Check Enreliment

ster for E-mall Subscription

« Provider-specific Resources

Figure 15 Secure Provider Page

3 Set Up an Accounilg
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3.3 Reset Password

1. Access the Portal attps://www.forwardhealth.wi.gov/

2. ClickiLogin A Sign In box will be displayed.

ForwardHaalth

Sign In

Username

Next

Figure 16 Signin Box
3.9y GSNI KS dzaSNDa dzaSNyl yYSo
4. ClickNext

3 Set Up an Accountl7
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A Verify with your password box will be displayed.

Fo@lﬁh

Verlfy with your password

@® physiclanprovider

Password

Figure 17 Verify With Your Password Box

5. ClickForgot password?

Julyl15, 202«

3 Set Up an Accounil8
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A Reseyour password box will be displayed.

TN
ForwardHealth

Reset your password

@ physicianprovider

Verify with one of the following security methods to

reset your password.

Email
e . Select
g*“l@gainwelltechnologies.com | —
\‘ Phone Selact
+1 XXX-XXX-8758 seect

Back to sign in

Figure 18 Reset Your Password Box

6. ClickSelecto receive a verification via email or phone.

July15, 202

3 Set Up an AccounilS
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9 If the user clickSele¢ for email:

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

For@l;h

':‘ |

Get a verlfication emall

Figure 19 Get A Verification Email

b. ClickSend me aemail Note: The user also has the option to seléerify with
something elsevhich will take them back to the Unlock account boBak to sign in
which will take them back to the sign in page.

3 Set Up an Accoun0
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ForwardHealth

)

Verlfy with your emall

A\
(@) nhvelclannr

m. Click the verificat

ue or enter the ie be

Enter a verification code instead

1o g***l@gainwelltechnologies.co

Figure 20 Verify With Your Email Box

c. Proceed tdStep 7

July15, 202

A verify with your email box will be displayed and an email will be sent.

3 Set Up an Accounl
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1 If the user clickSelectfor phone:

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

ForwardHealth

(W

Verity with your phone

@® physicianprovider

Figure 21 Verify With Your Phone Box

b. ClickReceive a code via SM&«t) or Receive a voice call insteadbte: The user also
has the option to seledferify with something elsevhich will take them back to the
Unlock account box, @ack to sign invhich will take them back to the sign in page.
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AVerify with your phone box will be displayed.

Verlty with your phone

® physiclanprovider
code below to verify.

Enter Code

A code was sent to +1 XXX-XXX-8758 . Enter the

Carrier messaging charges may apply

Figure 22 Verify With Your Phone Box
c. Enter the code that was sent.

d. ClickVerify.

Julyl15, 202«
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A Get a verification email box will be displayed.

TN
ForwardHealth

Get a verification emall

@& physiclanprovider

Send a verification email to g***l@gainwelltechnolo
gies.com by clicking on "Send me an email”.

Send me an email

Back to sign In

Figure 23 Get A Verification Email Box

e. ClickSend me an email
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A Verify with your email baxill be displayed and an email will be sent.

ForwardHealth

K

Verify with your emall

P
(®) physiclanprovider

m. Click the verificatic

3]

We sent an email to g***l@gainwelltechnologies.co

Enter a verification code instead

Figure 24 Verify With Your Email Box
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7.¢KS SYIFAf aSyid G2 (KS RezetPasBwoitthS@ptidnfl) ahdRRNB & a A
verification code (Option 2).

Account password reset
S R & ReplyAll | = F
Q Okta <noreply@okta.com> © | © Reply i » o &

To Provider, Ima Tue 2/6/2024 12:08 PM

@ If there are problems with how this message is displayed, click here to view it in 3 web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

MO-WIMMIS - Okta Password Reset Requested

Hi Ima,

A password reset request was made for your Windows Active Directory account. If you
did not make this request, please contact your system administrator immediately.

Click this link to reset the password for PHYSICIANPROVIDER:

Option 1

Reset Password

Option 2

Can't use the link? Enter a code instead: 735204

Figure 25 Account Password Reset Email
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8. The user can choose to either click BReset Passwolldhk (Option 1) or enter the

verificationcode from the email (Option 2) instead.

1 Clicking thdReset Passwotidhk from the email will display a verification code box.

Pbﬁ;;;;aakh

i

Your verlficatlon code

735204

Request from:

@ CHROME on Windows 1C

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 dioker a verification code instead

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

ForwardHoulth

g

Verify with your email

(g PORTALUSERI

mail to g***l@wisconsin.gov
Click the verification link in r

Enter Code

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

TN
ForwardHealth

ok ok ok

Reset your Okta password

(& midixon

Password requirements:

+ Atleast 9 characters

+ Alowercase letter

* Anuppercase letter

* A number

+ No parts of your username

+ Password can't be the same as your last 24
passwords

New password

| °

Re-enter password

| °

|:| Slgn me out of all other devices.

Back to sign In

Figure 28 Reset Your Okta Password Box
11.Enter a new password (twice for confirmation).

12.ClickReset Password he password will be changed and the user will be loggedtia to
secure Portal.

3 Set Up an Accoun9



ForwardHealth Provider Portal Account User Guide

3.4 Unlocking An Account

1. Access the Portal attps://www.forwardhealth.wi.gov/

2. ClickLogin A signin box will be displayed.

SignIn

Username

Figure 29 Sign In Box

3. ClickUnlock account?

Julyl15, 202«
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AnUnlock account box will be displayed.

Forml th

Unlock account?

Username
Email Select
\. Phone Select

Figure 30 Unlock Account Box
4. 9y GSNJ GKS dzaSNDa dzaSNYyl YSo

5. ClickSelecto receive a verification via email or phone.
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M If the user clickSele¢ for email

a. A Get a verification emdibxwill bedisplayed.

For@l;h

':‘ |

Get a verlfication emall

Figure 31 Get A Verification Email

b. ClickSend me an emailote: The user also has the option to se\éetify with
something elsevhich will take them back to the Unlock account boBak to sign in
which will take them back to the sign in page.
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ForwardHleulth

)

Verlfy with your emall

Figure 32 Verify With Your Email Box

c. Proceed tdStep 6

July15, 202

A verify with your email box will be displayed and an email will be sent.
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1 If the user clickSelectfor phone:

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

ForwardHealth

(W

Verity with your phone

@® physicianprovider

Figure 33 Verify With Your Phone Box

b. ClickReceive a code via SM&«t) or Receive a voice call insteadbte: The user also
has the option to seledferify with something elsevhich will take them back to the
Unlock account box, @ack to sign invhich will take them back to the sign in page.
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A Verify with your phone box will be displayed.

ForwardHeulth

/' "\.
| & |

Verify with your phone

®) physiclanprovider

below to verify.

Carrier messaging charges may apply

Enter Code

code was sent 1o your pnone nter e le
A code vas sent to yo pnone Enter the cod

Figure 34 Verify With Your Phone Box
c. Enter the code that was sent.

d. ClickVerify

Julyl15, 202«
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A Get a verification email box will be displayed.

TN
ForwardHealth

Get a verification emall

@& physiclanprovider

Send a verification email to g***l@gainwelltechnolo
gies.com by clicking on "Send me an email”.

Send me an email

Back to sign In

Figure 35 Get a Verification Email Box

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

ForwardHealth

K

Verify with your emall

P
(®) physiclanprovider

m. Click the verificatic

3]

We sent an email to g***l@gainwelltechnologies.co

Enter a verification code instead

Figure 36 Verify With Your Email Box
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6. ¢KS SYIFAf aSyd G2 (§KS uUnokMEzaunitkYQOptioh 1) anB&R NS & a A
verification code (Option 2).

Unlock Account
° Okta <noreply@okta.com> ® | © Reply | & ReplyAll | —> Forward (7]

To Provider, Ima Tue 2/6/2024 11:28 AM

@ If there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

MO-WIMMIS - Okta Account Unlock Requested

Hi Ima,

An account unlock request was made, by you, for your Okta user account. If you did not
make this request, please contact your system administrator immediately.

Click this link to unlock the account for your username, PHYSICIANPROVIDER:

Unlock Account]

ninutes«
1ULes.

Can't use the link? Enter a code instead: 833119

Figure 37 OneTime Verification Code Email

7. The user can choose to either click trock Accountink (Option 1) or enter the
verificationcode from the email (Optio?) instead.
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1 Clicking th&Jnlock Accounink from the email will display a verification code box.

Formlth

S

Your verlfication code

A\

003215

Request from:

e CHROME on Win

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 clgmter 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.

For@lth

Verlfy with your password

@®) physicianprovider

Account suc

Password

Figure 39 Verification Code Box

10. ClickBack to sign ito log in.
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4 Maintenance

Users may change account informationtsas contact name, phone number, or email address
through the Maintenance link on the Accolwimepage.

4.1 Change Account Information

1. Access the Portal attps://www.forwardhealth.wi.gov/

2. ClickLogin A Sign Ibox will be displayed.

For@l;h

Sign In

Username

Figure 40 Signin Box
3.9YGSNI GKS dzaSNDa dzaSNYyIlI YSo
4. ClickNext

4 Maintenance 41
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A Verify with your password box will be displayed.

ForwardHulth

Verify with your password

(2) PORTALUSER1

Password

m

Figure 41 Verify With Your Password Box

5. 9y 1SN 1KS dz K Sl druisSikBsiagcRahsRve. Make certain to enteit
exactly.

6. ClickVerify.
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ThesecureProvidempage will be displayed.

Julyl15, 202«

interChange
Provider

ealth

consin sorving you

Providers can improve efficiency while reducing overhead and paperwork by using real-time applications

available on the new ForwardHealth Portal. Submission and tracking of claims and prior authorization

requests and amendments, on-d d access tor e information, 835 trading partner designation,
y and instant access to the most current ForwardHealth information is now available.

* New Rate Reform Part 3 Ideas/Recommendations Requested.
¢ Incentive Payments. . . Are you Eligible?

* ForwardHealth System Generated Claim Adjustments

Messages
*%% No rows found ***

Welcome WCDP Physician UAT » May 3, 2019 12:23 PM

Home arch EUZONLETSEM Enrollment | Claims | Prior Authorization = Remittance Advices = Trade Files
‘Account| | Contact Infor Online Handbooks | Site Map | User Guides | Certification
You are logged in with NPI: 1912999624, Taxonomy Number: 207Q00000X, Zip Code: 53095 - 0001,
Financial Payer: Wisconsin Chronic Disease
Providers
What's New?

F h |
\M‘n"“w"“““w‘m’"‘-M.‘—”‘*‘*‘“”*wa?wﬂww

Logout

Health Check | Max Fee Home

Search

Home Page

Update User Account

Customize Home Page

Demographic Maintenance

Electronic Funds Transfer

Check My Revalidation Date

Revalidate Your Provider Enroliment

Check Enroliment

Quick Links

* Register for E-mail Subscription
* Provider-specific Resources

* Request Portal Access

® Designate 835 Receiver

¢ Online Handbooks

® ForwardHealth Updates

Figure 42 Secure Providddiomemge
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7. ClickAccounton the main menu at the top of the page. The Account Home page will be
displayed.

Account Home

From this page, authorized users can manage their user account(s) for the ForwardHealth Portal. Users may
setup, update, and maintain account login credentials, change/reset passwords, assign roles for authorized
employees, and read and manage messages pertaining to their account. Click on the link from those
provided below to select the action you wish to perform. Consult the Account User Guide for specific
instructions on each task.

What would you like to do?

= Setup
= Maintenance

« Administrator Backup Information

» Messages

* Changs Password
* Reset Password

+ Clerk Maintenance
s Clerk Last Logon

« Waiver Clerk Access Search

« MCO Universe Management

» DS5SS Universe Management

« Switch Manufacturer

= Switch Organization

» Internal Switch Organization

« Tester Switch Organization

» Switch App Tester Partner Role

» Switch Partner Role

« Add Organization

« View the Account User Guide

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. ClickMaintenance The Account Maintenanganelwill be displayed.

Account Maintenance 2]

User Profile
User Name
Contact First Name™
Contact Last Name™
Telephone Number™
E-Mail*
Confirm E-Mail*

Required fields are indicated with an asterisk (*).

TPMFAJEFFCLERK

jeff

doe

(234)123-4567
jeff.doe2@gainwelltechnologies.com

jeff.doe2@gainwelltechnologies.com

Submit | Cancel | Change Password

Figure 44 Account MaintenancPanel

9. Make applicable changes.

10. ClickSubmit An Account Maintenanceerificationpanelwill be displayed the phone
number or email address were changed.

%
Account Maintenance 2

Required fields are indicated with an asterisk (*).

Verify User Account

Email j***2@gainwelltechnologies.com Select
Text Message +1 XXX-XXX-3877 Select

Please verify your account with one of the following methods.

Submit

Cancel Change Password

Figure 45 Account MaintenancPanelg Verify User Account
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11.Select the email or text message to verify the account by cli8kilegtafter the appropriate
method.An Account Maintenance verificatipanel will be displayed.

%
Account Maintenance 2

Required fields are indicated with an asterisk (*).
Verify with your email

Verify with code sent to j***2@gainwelltechnologies.com

Send me an email

Verify with something_else

Submit Cancel Change Password |

Figure 46 Account MaintenancPanelg Email or Text Message Verification

12.ClickSend me an emdibr an email oReceive a code via SKB a text Note: Clickin¥erify
with something elsevill direct the user back to the verify user account screen allowing
verification by either email or text message

13. Enter the code in thAccount Maintenance verificatigranel.

%
Account Maintenance 2]

Required fields are indicated with an asterisk (*).

Verify with your email

Verify with code sent to j***2@gainwelltechnologies.com

Enter Code | |

Verify |

Verify with something_else

Submit  Cancel Change Password

Figure 47 Account Maintenanc@anelg Enter Code
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14.ClickVerify. A confirmation message will be displayed.

The following messages were generated:
Save was Successful

Figure 48 Confirmation Messay
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5 ChangePassword

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. Onthe Account Hom@age clickChangePasword. The Change Password page will be
displayed.

Change Password [ 7]

Required fields are indicated with an asterisk (*).
User Name ADMIMNISTRATORO1
Current Password™
MNew Password™

Confirm New Password™

Submit Cancel

Figure 49 Change Password Page

2. Enteri KS dzaréiNdassword.

3. Enterl KS dwwpasdwérd (twice for confirmatiorifhe password must be between
nine¢15 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 namneontact last name.

Note: The new password cannot match any of theddglasswords.

4. ClickSubmit A Change Passwordrificationpanel will be displayed.
Change Password 2

Verify User Account

Please verify your account with one of the following methods.

Email g***I@wisconsin.gov Select

Text Message +1 XXX-XXX-8758 Select

Submit Cancel

Figure 50 Change Password Paxélerify UseAccount
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5. Select the email or text message to verify the account by cliSklegiafter the appropriate
method. A Change Password verification panel will be displayed.

r—‘
Change Password 7

Verify with a text message
Send a code via SMS to +1 XXX-XXX-8758

Carrier messaging charges may apply

Receive a code via SMS

Verify with something_else

Submit Cancel

Figure 51 Change Password Pagétmail or Text Message Verification

6. ClickReceive a code via SK#8 a text orSend me an emdibr an email. Note: Clickingerify
with something elsevill 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 Passwadficationpanel.

Change Password 2]
Verify with a text message
Send a code via SMS to +1 XXX-XXX-8758

Carrier messaging charges may apply

Enter Code

Verify ‘

Verify with something_else

Submit Cancel

Figure 52 Change Password Pagdtnter Code

8. ClickVerify. A confirmation message will be displayed.

The following messages were generated:
Change Password - Save was Successful

Figure 53 Confirmation Message
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6 Clerk Maintenance

If more than one person will be working on the account, clerk accourgsbe establishednd
rolesassignedor the various functions the clerks will be performing.

Note: Clerk users witkstablishedaccounts that have been inactifa at least 60 daywill be
notified as follows:

1 Inactive for60 days Notification will be sent indicating claractivity.
1 Inactive for80 days Notification will be sent pending automatic removal.
Accounts will automaticallye removed aftei90 days of inactivity.

On the Accounpage, cliciClerk Maintenancelhe ClerkMaintenanceSearctpanelwill be
displayed.

Clerk Maintenance Search L 2]

Search Criteria

Username
First Name

Last Name

Clear

Search Results

*#** No rows found ***

Selected Clerk

Username
Contact First Name
Contact Last Name
Telephone Number Ext.

E-Mail

Add Clerk | Cancel |

Figure 54 Clerk Maintenanc&earctPanel

Through the Clerk Maintenance pandlsers with administrative and clerk administrative
accounts casearch foradd, or remove clerks; assign clerkrolesf R Nl asSu | Of SNJ Qa
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Note: Users withclerk administrative accounts magt administer theiown account®r other
administrative or clerk administrative accounts.

6.1 Add a Clerk

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

1. ClickAddClerkiocated at the bottom of the Clerk Maintenance Segahel The Clerk
Account paneWill be displayed.

Clerk Account 2]

Required fields are indicated with an asterisk (*).
« Password must contain one uppercase letter, one number and at least 8 characters.

Clerk Details

User Name™® [ Search ]
Contact First Name™®
Contact Last Name™
Telephone Number® Ext.
E-Mail*
Confirm E-Mail*
Password™®

Confirm Password™®

Clerk Roles

Available Roles Assigned Roles

835 Designation

Claim Submission ~
Claims - View Only

Demographic Maint

EFT

EHR Incentive

Eligibility

Express Enrollment

HealthCheck (V]
Hospice

Yl als

[] Clerk Administrator

Previous Submit Cancel

Figure 55 Clerk Account Panel
Complete the following step® add a new clerk account

1 Enter ausername The user name must be betweenc&®& characters and can only
contain letters and numbers. The user name is not-sassitive.

 EnterthenewOf S NJ Q firstagearnidtodiactiastname
 EnterthenewO f Sph@nenamber(andextensionif applicable).
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f EnterthenewO t SeaxdilQwicefor confirmation).
1 Enteraninitial pasword for the newclerk(twicefor confirmation).

The password must be betweamecl5 characters and must contain three different
types of characters such as uppercase lettergercase letters, special characters, or
numbers. The password must be unique and cannot contain information from the user
name, contact first namer contact last name.

Note: Clerks must change the password set up by the administrative accofirdtthe
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:

1 ClickSearcho the right of the User Name field. The User Name Search box will be
displayed.

User Name [Close ]

Search

Username First Name Last Name

search * clear |

Figure 56 User Name Search Box
T 9y GiSNI GKS Of SN] | O02dzyiQa dzaASNYI YSI FANAU
f ClickSearckb ¢ KS Of SNJ] Q& AYyF2N¥IGA2Y gAff 0S RAAI

User Name [ Close |
Search ©

Username First Name Last Name SMITH

search * clear |
Search Results

User Name ¢  First Name Last Name

SHAWNSS Shawn Smith

Figure 57 Search Results Section
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1 Click the row of the applicable clerk account. The User Name Search box will close and
the clerk account information will be autd2 LJdzf | 0 SR Ay 0UKS &/ f SNJ 5
Clerk Accounpanel

=
Clerk Account ©

Required fields are indicated with an asterisk (*).

+ Password must contain one uppercase letter, one number and at least 8 characters.

Clerk Details

User Name  JanELI-
Contact First Name o
Contact Last Name -
Telephone Number (777777-7777 Ext.

E-Mail |mi@ml.com

B e ST N TR el o i T gt A W gt Ay o]

Figure 58 Clerk Account Information Aufeopulated on Clerk AccouRanel

2. Proceed to the one of the following sections once clerk details have been eotered
populated

1 Step 2 ofSection6.3 Add a Role to a Clarkthis guide

1 Step lof Section6.5 Assign a Clerk Administraddrthis guide

6.2 Search for a Clerk

The Clerk Maintenance Search paaléws a useto selectan existingclerk 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.

[
Clerk Maintenance Search ©

Search Criteria

Username
First Name

Last Name

Email Address
T WU R Tt S e ™
Figure 59 Search Criteria Section

2. ClickSearch
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3. Qicktherowcontainingl KS @f 8] DY GKS a{ SIL.NOK wSadzZ §a¢ a

—_——

Search Results

Username First Name  Last Name Last Login Date Email Address
PROVIDERIM IM Provider ~ 05/12/2016 mi@ml.com

CLERK123 Craig Clerk 04/27/2010 mi@ml.com

SAMPLEJQ Jen Sample 0 samplejg@email.com
TESTERMA mary tester 08/12/2008 marytester@claims.com

Figure 60 Search Results Section

¢KS Of SNl Qa AYyF2NNIGA2Y gAff LRLWZIFIGS Ay

T ——— e N
Search Results

C\
A
N

Username Eirst Name Last Name Last Login Date Email Address
PROYIDERIM I Provider 05/12/2016 ml@ml.com

CLERK1232 Craig Clerk 04,/27/2010 ml@ml.com

SAMPLEID Jen Sample 0 samplejg@email.com
TESTERMA mary tester 08/12/2008 marytester@claims.com

Selected Clerk

Username

Contact First Name

Contact Last Name
Telephone Number Ext.

E-Mail

Remove Clerk | Reset Password |

MNext Add Clerk | Cancel |

Figure 61 Search Results and Selected Ciations

4. Proceed to one of the following sectianfsthis guideonce a clerk has been selected:

1 Section6.3 Add a Role to a Clerk

Section6.4 Remove a Rokeom a Clerk

Section6.5 Assign a Clerk Administrator

Sectionc ¢ wSaSid | /fSN]JQa tlaasgz2NR

1
1
1
T

Section6.7 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. ClickNext The Clerk Account panel will be displayed.

Clerk Account ©

Required fields are indicated with an asterisk (*).
« Password must contain one uppercase letter, one number and at least 8 characters.

Clerk Details

User Name RPROVIDER [ Search ]

Contact First Name Fobert
Contact Last Name provider

Telephone Number

E-Mail |1

Clerk Roles

Available Roles Assigned Roles

835 Designation

Claim Submission ~
Claims - View Only <
Demographic Maint

EFT i
EHR Incentive J
Express Enrollment =
HeaIt_hCheck iy
Hospice (V]
Hospital P4P

[] Clerk Administrator

Previous Submit Cancel

Figure 62 Clerk Account Panel
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2. Ly (KS ¢/ taSNYi AveytaSnethe Availakle Rbles W@ TS select more than
one row, hold down the Ctkiey and click all applicable rales
e L A L T AT L PP LY L A e D L T IR P T

Cle}k’ Roles

Available Roles Assigned Roles

HealthCheck

Hospice A
Hospital P4P j
NH Rate Commun

Presumptive Elig S5

Prior Authorization

Trade Files el B
Claim Submission -
Remittance Advice v —J

[¢ Clerk Administrator

Previous Submit J Cancel

Figure 63 Clerk Roles Sectiafith Available Roles

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

Note: Toaddall available role® the clerk,click>>.
MNWMWWMW

Clerk Roles
Available Roles Assigned Roles
835 Designation EFT
Claims - View Only ~ Claim Submission
Demographic Maint
Eligibility

Express Enrollment

HealthCheck

Hospice

Hospital P4P

MNH Rate Commun N
Presumptive Elig

Yl 2l

Clerk Administrator

Previous Submit | Cancel

Figure 64 Clerk Roles Sectigfith Assigned Roles

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

The following messages were generated:
User was successfully updated.

Figure 65 User Successfully Updathtssage

If an error message receivedcorrect the error(s) and cli@ubmitagain.
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6.4 Remove a Rolérom a Clerk
1. ClickNext The Clerk Account panel will be displayed.

| Clerk Account

Required fields are indicated with an asterisk (*).
+ Password must contain one uppercase letter, one number and at least 8 characters.

Clerk Details

User Name

Contact First Name

Contact Last Name

Telephone Number Ext.
E-Mail
Clerk Roles
Available Roles Assigned Roles
835 Designation EFT
Claims - View Only ~ Claim Submission

Demographic Maint =
EHR Incentive

Express Enrollment o
HealthCheck J
Hospice =
Hospital P4P Sl
MH Rate Commun (V]
Presumptive Elig

[] Clerk Administrator

Previous Submit Cancel

Figure 66 Clerk Account Panel
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2. Ly (KS a settiSrhsklectvazole®)drém the Assigned Roles box. To select more than
one row, hold down the Ctrl key and clickaglblicable roles

lmmw
Clerk Roles

Available Roles Assigned Roles

835 Designation

Claims - View Only A
Demographic Maint

EHR Incentive

Eligibility

Express Enroliment

HealthCheck L=
Hospice J
Hospital P4P v 2

NH Rate Commun

Claim Submissio

[] Clerk Administrator

Previous Submit ‘ Cancel

Figure 67 Clerk Roles Sectiéith Assigned Roles

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

Note: Toemovel £ £ 2 F | Of Sdlidkxa | aaA3IySR NRf Sax
I e
Clerk Roles
Available Roles Assigned Roles
HealthCheck EFT
Hospice ~

Hospital P4P <
NH Rate Commun

Presumptive Elig ==
Prior Authorization

Remittance Advice >
Trade Files

Eligibility v ﬂ
Claim Submission

[0 Clerk Administrator

Previous Return to Search

Figure 68 Clerk Roles Sectiakith Role Removed

4. ClickSubmit A confirmation message Wik displayed at the top of the page.

Figure 69 Confirmation Message

If an error messagie receivedcorrect the error(s) and cli@ubmitagain.
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6.5Assign a ClerRdministrator

The Clerk Administrator checkbox allows a user to aasigrk administrative right#\ clerk
with administrative rights catreate accounts farlerksandmanagehe rolesassigned to them

1. ClickNext The Clerk Account panel will be displayed.

Clerk Account 2]

Required fields are indicated with an asterisk (*).

Clerk Details

Contact First Name Robert

Contact Last Name prc

Telephone Number

Clerk Roles

Available Roles

User Name RPROVIDER

E-Mail - T i

+ Password must contain one uppercase letter, one number and at least 8 characters.

Assigned Roles

July15, 202

835 Designation
Claims - View Only
Demographic Maint
EHR Incentive
Express Enrollment
HealthCheck
Hospice

Hospital P4P

NH Rate Commun
Presumptive Elig

[] Clerk Administrator

EFT
Claim Submission

Previous

Submit Cancel

Figure 70 Clerk Account Panel
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2. LY

3.

6.6wSasSia |
1.

July15, 202

0 KS a settiSrithfeckinelek Administratopox.

Wﬁww
Clerk Roles

Available Roles

Assigned Roles

835 Designation
Claims - View Only

EFT
Claim Submission

Demographic Maint ﬁ
EHR Incentive

Express Enroliment ﬁ
HealthCheck J
Hospice -
Hospital P4P i‘
NH Rate Commun v
Presumptive Elig

[ Clerk Administrator

Submit 1 Cancel

Previous

Figure 71 Clerk Roles Sectigfith Clerk Administrator Checked

ClickSubmit A confirmation message will be displayed at the top of the page.

Figure 72 Confirmation Message
/] £ SN Qa tl aag2NR

On the Clerk Maintenance Search panel, ResefPasword. TheResetPassworgage will
be displayed.

Reset Password 7]

User Name ABCO001

New Password™ Password must contain one uppercase letter and one number.

Confirm Password™

Cancel Reset Password N

Figure 73 Reset Password Page

Enterthe newpasword (twicefor confirmation). The password must be between girte
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 fran the user name, contact first nanae,contact last name.
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4. ClickResePasword. Aconfirmation messagwill be displayedt the top of the page.

The following messages were generated:
Password sucessfully reset. Click cancel button to return to Clerk Maintenance.

Figure 74 Confirmation Message

Note: Clerks must change the password set up badn@nistrative account the first time
they log in.

If an error message is received,reat the error(s) and clidReset Passworahain.

6.7 Delete a Clerk Account

1. On the Clerk Maintenance Search parlekRenove Clerkto initiate the recorddeletion. A
dialogboxconfirming the deletion will be displayed

F 5
Message from webpage [iF-J

[0} Are you sure this is the row you want to delete?

I OK l | Cancel

e

Figure 75 Dialog Box

2. ClickOK Aconfirmation messageill be displayedt the top of the Clerk Maintenance
Search page.

Figure 76 Confirmation Message

6.8 ClerkAccountLog in for First Time

Clerkaccount users will be required to complete the steps for Auttior 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:
1 Accountpassword

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

1. Access the Portal attps://www.forwardhealth.wi.gov/

Figure 77 ForwardHealth Portal Page
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