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1 Introduction

All physicians and other professionals who prescribe, refer, or order services are required to be
enrolled in Wisconsin Medicaid. A Prescribing/Referring/Ordering Medicaid enroliment is
available on the ForwardHealth Portal for physicians and other pimfatswho do not wish to
routinely render or be reimbursed for services provided to ForwardHealth members.

To start the enrollment, prescribing, referring, and ordering providers should access the
ForwardHealth Portal homepagetdtps://www.forwardhealth.wi.govand clickBecome a

Providerin the Providers box. Providers can then access the Medicaid enroliment application by
clickingStart or Continu&’our Enroliment

Both public and secure information is accessible through the Provider area of the ForwardHealth
Portal. Public information is accessible to all users; however, to gain access to secure
information, providers are required to establish awge Portal account. After enrolling in

Wisconsin Medicaid, providers can gain access to the secure areas of the Portal by setting up a
secure account using the procedures detailed in this document.

1 Introduction 1
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2 Request Portal Access

To establish a provider Portal accoyrgviders will need a personal identification number
(PIN). Providers can establish as many provider Portal accounts as needed for their business.

1. Torequest a PIN, access the ForwardHealth Portétlcet//www.forwardhealth.wi.gov/

wisconsin.gov home slate agencies subject directory depariment of health services
ForwardHealth ———— -
Wisconsin serving you
Welcome » February 8, 2022 12:51 PM
Login
Providers Members
« Provider-specific Resources Welcome to the ForwardHealth Portal « Find a Provider
* Become a Provider
v FamSchaduies COVID-19: ForwardHealth Provider News and Resource:
« Wisconsin Administrative Code Partners
« ForwardHealth Enroliment Data * Find a Provider
ForwardHealth System Generated C Attention: The information included on the ForwardHealth Portal is not intended for * Related Programs and Services
« Adjustments members enrolled or looking to enroll in Wisconsin Medicaid programs. Refer to the « Express Enroliment for Children
« Health Care Enroliment Department of Health Services website for member-specific information « Express Enrollment Change Request
« Provider Revalidation « Waiver Agencies
« Enrollment Tracking Search
« Bed Assessment e-Payment
Medication Therapy Management Case s Trading Partners
¢ Management Software ﬁ .’@ »’% % « Trading Partner Profile
3 J ; ) « PES
Providers Acute and Primary  Adult Long-Term  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 g % o)
« Health Care Enroliment ‘ & c
2 15N J Children's Specialty Programs
Trading Partners  Manufacturer Drug Partners Members * Birth to 3 Program
Manufacturer Drug Rebate Rebate « Children's Long-Term Support Program
+ CMS Medicaid Drug Rebate Program + Katie Beckett Medicaid
« Pharmacy Information : _Ghildren's Specialty Managed Care Plans
L= e — — =

Figure 1ForwardHealth Portal Horpage

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

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

interChange Welcome » May 3, 2019 11:30 AM

TN
ForwardHealth e L

Wisconsin serving you

Search

Providers can use this page to access up-to-date information about programs covered under Login to Secure Site
ForwardHealth. The links below and to 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 Username

about their account or member data which may be sensitive and/or fall under the requirements of the

Health Insurance Portability and Accountability Act (HIPAA).

Provider Links Password

Medicaid Recovery Audit Contractor (RAC) Information >

Eederal Poverty Limits for Presumptive Eligibility (PE) Determination Go!
Explanation of Benefits

EorwardHealth System Generated Claim Adjustments

.

.

T B L2 Logging in for the first time?
Opioid Treatment Program Certification

.

. ?
Other Insurance - Carrier Number Forgot your password?

PERM Resources

Provider-specific Resources

Related Programs and Services

State of Wisconsin Value Added Networks
Tobacco Cessation Benefit .

Quick Links

ontact your Provider Relations

Representative

What's New? Policy and Communication * Provider Resources Reference Guide
* Provider-specific Resources
A summary of what is new for providers: Policy ® Fee Schedules

* ForwardHealth Updates Become a Provider

* ForwardHealth Update Summaries Enroliment Tracking Search

® Electronic Visit Verification Requirement o Bhline Bandbeok
nline Handbooks * MAC

aeamSRRters fg; MQ(‘-‘M.&@@)C‘ S‘eL\/i'cesI B s ot A A+ o, r-v-—--—‘-- PR TSPVP T ST S SR

Figure 2Public Provider Honpage
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3. In the Quik Links box on the right of the page, cRaquest Portal AccesBhe 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:

= Enter your NPI and press the search button.

o Select the appropriate ForwardHealth enrolliment.

o Enter your SSN/TIN.

NPI Information

NPI Number Search | Clear |

ForwardHealth Enrollment for Requested NPT

Enter your NPI and press search.

Selected NPT *
NPI Mumber
MName
Address Line 1
City
ZIP
Taxonomy
Financial Fayer

SEN or TIN

OR

Provider Number Information *

Provider ID
Financial Payer -
SSN or TIN

Submit Cancel

Figure 3Request Portal Access Page

4. LY GKS abtL LYF2NXIGA2YyE aSOGAz2ysS SyidSNI GKS

NPl Numbefield.
5. ClickSearch

2 Request Portal Acces4
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If the NPl is found, the C2 NB | NRI SI f G K_ 9y NRft YSYyd F2N wSl dz
L2 LJddzt S oAUK UKS LINPYJARSNIRA AYF2NNIUAZ2Y UKL
NPI Information
NPI Number 1234567890 Search | |
Name Streat City ZIP Code Financial Payer Taxonomy Description
GENERAL CLINIC 92E88TH ST STE 300  MADISON 53703 Medicaid 100RC0O000X Internal Medicine - Cardiovascular Disease

Figure 4ForwardHealth Enroliment for Requested NPI Section
Proceed tostep 6to continue with the Portal access request.

Ifthe NPlisiotT 2 dzy RZ G KS LI 3S gAff NBEFTNBAKT K26SOSN
L2 Lddzf F 6 SR 6AGK GKS LINRBYDARSNDA AYTF2NXYIGA2Yy D
the Portal access request.

T 9YUSNI KS LINPQJGARSNIDA a S FAdOMoASRNI t LNEFR2ANRYS Nil AL25y €
at the bottom of the page.
”MWWWWWWWW

Provider Number Information *

Provider ID 01234567
Financial Payer Medicaid -

SSN or TIN 000000000

Submit Cancal

Figure 5Provider Number Information Section

1 From the Financial Payer drdpwn menu, select the financial payer enrollment for
which the provider is requesting a provider Portal account.

1 9y i SN (i KsSocial$carity RuBnNaR (SSN) or Tax Identification Number (TIN) in
the SSN or TIN field.

1 Proceed tastep 8

2 Request Portal Access
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6. Click the appropriate row fromteC2 NB I NRI1 S f 0K 9y NRffYSyid F2NJ

¢KS a{ St SOGSR Dbpopukate &ith Daisklecygd idokniation. I dzi 2

NPI Information

NPI Number 1234567890 Search | Clear |
ForwardHealth Enrollment for Requested NPT
Name Street City ZIP Code Financial Payer Taxonomy Description
GEMNERAL CLINIC 92 E88THST STE 300 MADISON 53703 Medicaid 100RCO000X  Internal Medicine - Cardiovascular Disease

Selected NPI *

NPI Number
Name

Address Line 1
City

ZIP

Taxonomy
Financial Payer

S5N or TIN

W_MM‘WWMW‘WWWW

Figure 6Selected NPI Section with Aygopulated Information

7.9y 0SSN 0KS LINPGARSNID&E {{b 2NJ¢Lb Ay GKS {{b 2

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

Welcome » May 3, 2019 12:05 PM

ForwardHoulth 2

Wisconsin serving you

Your Request for Provider Secure Site access has completed successfully! Quick Links
* Request Portal Access
s 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 7Confirmation Page

If any of the information is incomplete, an error message will appear at the top of the page
and the required field will be highlighted in yellow.

The following messages were generated:
The PIN request has been rejected. Please enter the SSN or TIN.

Request Portal Access
Required fields are indicated with an asterisk(™).

e Please complete the fields below to regest your secure provider portal web access.
. v I AN

SIS o vl ISy it yoner . A e P et ot B %

ZIP -

Taxonomy
Finanaal Payer
< SSN or TIN >

Figure 8Example Incomplete Information Message

Ener the required information and cli@ubmitagain.

2 Request Portal Accest
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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 unigue ForwardHealth certification could not be identified for the

requested SSN/TIN.

Figure 9Example Error Message
A request could be denied for somkthe following reasons:
1 The SSNis incorrect. Verify the number and enter the correct number.

1 A PIN was already requested. Check with@rorganization 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 &8#B8-1363
Monday through Friday between 8:30 a.m. and 4:30 p.m.

After a provider has successfully requested Portal access, a letter containing a PIN will be
mailed to the provider. Accessttee Portal isiot possible without a PIN. The letter also )
AyOfdzZRSa | [23AY L5 gKAOK Aa | KSFfGK OF NB
contains only digits 3, 4, 5, and 6 of the NPI or Provider ID.

2 Request Portal Acces8
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FORWARDHEALTH

ELECTRONIC DATA INTERCHANGE UNIT

Tony Evers 313 BLETTNER BLVD
Governor MADISON WI 53784
Telephone: §66-416-4979

= F Fax: 608-221-0885

Karen E. Timberlake State of Wisconsin TIY: 711
Secrelary Department of Health Services www.dhs wisconsin.gov/forwardhealth

<Letter Date>

<Letter Sequence Number=>
<Provider Name>

< Provider Contact Name>
<Provider Address 1>
<Provider Address 2>

<City> <State> <Zip>-<Zip4>

Dear Prescribing/Referring/Ordering Provider:

ForwardHealth has received your request to establish a secure ForwardHealth Portal account. A summary
of the information you provided is included below. along with a Login ID and personal identification
number (PIN) that will be used to set up your secure account on the Portal. This account will be used to
keep your demographic information current. Once you have a secure Portal account, you can log in to the
ForwardHealth Portal at www forwardhealth.wi.gov/ and click on the Demographic Maintenance link to
update your information.

National Provider Identifier (NPI) or Provider ID: <NPI or Provider [D>
ZIP Code: <Zip Code>
Financial Payer: <Financial Payer>

For security purposes, only digits 3, 4, 5, and 6 of your NPI or Provider ID are shown.

To create your secure Provider account on the Portal:
1. Go to the ForwardHealth Portal at www. forwardhealth.wi.gov/.
2. Select the Providers button.
3. Select the Logging in for the first time? link under Login to Secure Site.
4. Enter your Login ID and PIN:
Login ID: <Login ID>
PIN: <PIN>

Detailed instructions and helpful hints on setting up your secure Provider account can be found in the
ForwardHealth Portal Prescribing/Referring/Ordering Provider User Guide. This guide can be found by
clicking on Provider on the Enrollment Home Page and then selecting the Portal User Guides link located
under Provider Links.

Please contact the EDI Helpdesk at (866) 416-4979 or through the Contact page on the Portal at
www.forwardhealth.wi.gov/ if you have any additional questions or need further assistance.

F-00797 (06/13)

Wisconsin.gov

Figure 10PIN Letter

2 Request Portal Acces9
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3 Set Up an Account

After receiving a PIN letter, users may set up an account on the ForwardHealth 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.

3.1 Account Types

Three diferent 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 isenme&id. The following

are the available account types:

1 Administrative accounts The 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 Portalccount. 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.

Each service location (enrollmentfvider 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 multiple organizations
to allow one clerk access to multiple organizations.

91 Clerk adminisative accounts Clerk 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 olarlage
accounts under his or her purview.

3 Set Up an AccounitlC
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3.2 Logging in for First Time

March 11, 2024

1. Afterthe administrative account useeceivesthe PIN letterthey canaccess the
ForwardHealth Portal &titps://www.forwardhealth.wi.gowv/

ForwardHealth
Wisconsin serving you
Weicome » February 8, 2022 12:51 PM
Legin
Providers Members
. der-spacific Resources Weicome to the ForwardHealth Portal o Find 3 Provider
« Become 3 Provider
bk omeod COVID-19: ForwardHealth Provider News and Resources
. Wis 1 Administrative Code Partners
R vardHealth Enco  Find 3 Provider
dHealth System Generated Claim Attention: The information included on the ForwardHealth Portal is not intended for * Related Programs and Services
o Adjustments members enrolied or looking to enroll in Wisconsin Medicaid programs. Refer to the * Express Enrolimen Children
o Health Care Enroll Recartment of Health Services website for member-specific information. * Express Encoliment Change Request
o Provider Revalidation o Walver Agencies
o Enroliment Tracking Search
o Bed Assessment e-Payment
Medication Therapy Management Case ‘@ Trading Partners
« Management Software & * ﬁ o Trading Partner Profile
J & / . PES
Providers Acute and Primary  Adultlong:Term  Children's Specialty *» Companion Guides
Acute and Primary Managed Care Managed Care Care Programs Programs Medication Therapy Management Case
* Related Programs and Services o Management Software Approval Process
« ForwardHealth Enroliment Data +
o Health Care Enroliment & & @ g,i_&
/ Children's Specialty Programs
Irading Partners  Manufacturer Drug Partners Members IORINIS S Plegiem
Manufacturer Drug Rebate Rebate ¢ Children’s Long-Term Support Program
o CMS Medicald Drug Reba o Katie Beckett M d
. ir.\'mfcy/ir’:'mtiﬂ G T i s -_5:\ cren's Q’:f,.,\ M mqj\id Care Plans
—— — — — — — ]

depotment of heat™ servic o1

Figure 11ForwardHealth Portal Page

3 Set Up an Accounill
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2. ClickLogin A Sign In box will be displayed

ForwardHalth

Signin

Username

Figure 12Sign In Box
3. ClickLogging in for the first time?
The Account Sefupage will be displayed.

| Account Setup 2

Required fields are indicated with an asterisk(*).
Instructions:

If you have received your Personal Identification Number Letter, please enter your Login ID and Personal Identification Number (PIN)
as they are listed and click on the Setup Account button.

Once your Login ID and PIN have been validated, you will then need to setup your user account.
If you don't know your Login ID or PIN, please contact the helpdesk at 1-866-416-4979 to have a new PIN re-issued.

Please note that Login ID and PIN are case sensitive.

Login ID*

Personal Identification Number=

Setup Account

Figure 13Account Setup Page
4. Enter the Login ID and PIN listedhiaPIN letter.

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.

3 St Up an Accountl2
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The PIN from the PIN letter can only be used onftex. the account has been established,
the PIN cannot be used again.

5. ClickSetup Account
6. ClickSetup AccountThe Administrator setupage will be displayed.

©
ne number, and at least eight characters
Telephone Number™
Email™
Confirm Email™
rity 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
Accou tabuy Act of 1996 ("HIPAA"), 45 C.FR. 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 14 Administrator User Profile Page
7. Enter information in the fields. It is necessargamplete all the fieldsn this page.

1 The user name must be betwesm20 characters and can only contain letters and
numbers. The user name is not casasitive.

Note: The user name cannot be changethout deactivating the account.

1 The password must be betweame-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 cannotagoimiformation from the user
name, contact first namey contact last name.

1 The phone number must include the area code. The number will bd@utatted.
8. Read the Security and Confidentiality agreement.
9. Check the agreement checkbox.

10. ClickSubmit If the user receivean error message, correct the error(s) and &Ggkmit
again.

3 Set Up an Accountl3
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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 agencies subject directory department 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.

e T T o T P P RPN
e T e N i PP TN T MRS W Nt TN YIS M e A A e N

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.

OT Accept
I Do Not Accept
Submit Agreement |

About | Contact | Disclaimer | Privacy Notice

Wisconsin Department of Health Services

Figure 15End User Point and Click License Agreements
11./ £t AO]1 GKS NI RA2 0 dziSubmjfAgredmeint (2 aL ! OOSLII ¢ /

Note L ¥ @i 5!20 @S LI the usa@willb&ret@@d t6 tReForwardHealth Portal
homepage and will not be able to access the sewgider Portal

3 Set Up an Accounil4
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12.¢ KS deEc@d\Rmaidehomepage will be displayed

onsin.gov home slate agencies depariment of health servi

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

TN
ForwardHealth =

isconsin serving you

Home ‘ Search Enrollment ‘ Claims ‘ Prior Authorization | Remittance Advices ‘ Trade Files | Health Check ‘ Max Fee Home |

Account | Contact Information | Online Handbooks | Site Map User Guides ‘ Certification |

You are logged in with NPI: 1912999624, Taxcnomy Number: 207Q00000X, Zip Code: 53095 - 0001, ’—‘
Financial Payer: Wisconsin Chronic Disease

é@ Providers

What's New? Home Page

|

* Update User Account

{Q Providers can improve efficiency while reducing overhead and paperwork by using real-time applications * Customize Home Page
available on the new ForwardHealth Portal. Submission and tracking of claims and prier authorization * Demographic Maintenance
“.I‘ requests and amendments, on-demand access to remittance information, 835 trading partner designation, * Electronic Funds Transfer

and instant access to the most current ForwardHealth information is now available.

Check My Revalidation Date

Revalidate Your Provider Enrollment

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

* ForwardHealth System Generated Claim Adjustments Quick Links
* Register for E-mail Subscription
* Provider-specific Resources

* Reguest Portal Access

* Designate 835 Receiver

*#%% No rows found ***

* Online Handbooks
* ForwardHealth Updates

* Fee Schedules
ot i S _"‘~¢’W“l"w~~."‘* \__‘:_’—M-Mt\. sl ot bt g e dett. . e e Pt b ot s kol

Figure 16Secure Provider Horpage

3 Set Up an Accounils
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3.3 Reset Password

1. Access the ForwardHealth Portahéps://www.forwardhealth.wi.gov/

deposment of heoth tervi ey

March 11, 2024

ForwardHealth

WiISCONSIn 80rving you

Providers

* Provider-specific Resources

* Become a Provider

o Fee Schedules

* Wisconsin Administrative Code

* ForwardHealth Enroliment Data
ForwardHealth System Generated Claim

o Adjustments

* Heakh Care Enroliment

* Provider Revalid

Enroliment T

ng Search

Bed Assessment e-Payment

Medication Therapy Management Case

Management Software

Acute and Primary Managed Care
o Related Programs and Services
« ForwardMealth Encoliment Data

o Health Care Enroliment

Manufacturer Drug Rebate

o CMS Medicaid Drug Rebate Program

o Pharmacy Information

Report Fraud

Welcome to the ForwardHealth Portal

COVID-19: ForwardHealth Provider News and Resources

Attention: The information included on the ForwardHealth Portal is not intended for
members enrolied or looking to enroll in Wisconsin Medicald programs. Refer to the

Regattm

dealth Services website for member-specific information

B & (2

Providers

&

Irading Partners  Manufacturer Drug
Rebate

a?

Adult Long:-Term
Care Programs

Acute and Primary
Managed Care

Children's Specialty
Programs

B & &

Partners Members

Sesch

Wekome » February 8, 2022 12:51 PM
) Legin

Members

o Find 3 Provider

Partners
* Find 3 Provider

* Related Programs and Ser

o Express Enroliment for Children
o Express Encoliment Change Request

o Walver Agencies

Trading Partners
+ Trading Partner Profile

. PES

» Companion Guides
Medication Therapy Management Case

+ Management Software Approval Process

Children's Specialty Programs
o Birth to 3 Program

ren’s Long-Term Suppor

Beckett Medicaid

o Children's Specialty Managed Care Plans
o pecialty Managed Care Pla

Figurel7 ForwardHealtlPortal Page

2. ClickiLogin A Sign Ifox will be displayed.

Username

Next

ForwardHaalth

Sign In

Figure 18Sign In Box
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4. ClickNext

AVerify with your passworox will be displayed.

ForwardHeulth

sk ok ok

Verify with your password

(%) PORTALUSER1

Password

oloooooo-ol

Figure 19Verify With Your PasswoBbx

5. ClickForgot password?

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

TN
ForwardHealth

Reset your password

@ physicianprovider

Verify with one of the following security methods to

reset your password.

Email
P o Select
g**"l@gainwelltechnologies.com

\. Phone Select
+1 XXX-XXX-8758 ==

Back to sign in

Figure 20 Reset Your Password Box

6. ClickSelecto receive a verification via email or phone.

3 Set Up an Accounil8
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T

If the user clickSelet for email:

a. AGet a verification email box will be displayed.

For@l;h

':‘ |

Get a verlfication emall

Figure 21 Get A Verification Email

March 11, 2024

b. ClickSend me an emaiNote: 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 takehem 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.

ForwardHealth

)

Verlfy with your emall

A\
(@) nhvelclannr

1ail to g***l@gainwelltechnologies.co
m. Click the verification link in yo ail to

ue or enter the cod

Enter a verification code instead

Figure 22 Verify With Your Email Box

c. Proceed tdtep 7
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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 23 Verify With Your Phone Box

b. ClickReceive a code via SM&«t) or Receive a voice call insteadbte: The user also
has the optiorto selectVerify 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.

3 Set Up an Accounl
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A Verify with your phone box will be displayed.

Verlty with your phone

@ physiclanprovider

A code was sent to +1 XXX-XXX-8758 . Enter the
code below to verify.
Carrier messaging charges may apply

Enter Code

Figure 24 Verify With Your Phone Box
c. Enter the code that as sent.

d. ClickVerify.
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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 25 Get A Verification Email Box

e. ClickSend me an email

3 Set Up an Accoun3
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A Verify with your email box will be displayed and an email will be sent.

ForwardHoulth

K

Verify with your emall

B Rhaiisicivi

Ne sent an email to g***l@gainwelltechnologies.co
m. Click the verification link in your email to

Enter a verification code instead

3]

Figure 26 Verify With Your Email Box

3 Set Up an Accoun4



ForwardHealth Portd&rescribing/Referring/Ordering Provider User Guide March 11, 2024

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 27 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 28 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 o the verify with your email box, and clighter 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 29 Verify With Your Email Box

3 Set Up an Accoun7
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The Reset your Okpmassword 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 30 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 logged in to the
secure Portal.

3 Set Up an Accoun8
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3.4 Unlocking An Account

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

2. ClickLogin A sigrin box will be displayed.

SignIn

Username

Figure 31 Sign In Box

3. ClickUnlock account?

March 11, 2024

3 Set Up an Accoun9
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AnUnlock account box will be disyéal.

Forml th

Unlock account?

Username
Email Select
\. Phone Select

Figure 32 Unlock Account Box
4. 9y GSNJ GKS dzaSNDa dzaSNYyl YSo

5. ClickSelecto receive a verification via email or phone.

3 Set Up an Accoun80



ForwardHealth Portd&rescribing/Referring/Ordering Provider User Guide

T

If the user clickSelet for email:

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

For@l;h

':‘ |

Get a verlfication emall

Figure 33 Get A Verification Email

March 11, 2024

b. ClickSend me an emaiNote: Tle user also has the option to sel¥&farify 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 AccounB1
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A verify with your email box will be displayed and an email wsk e

ForwardHleulth

)

Verlfy with your emall

Figure 34 Verify With Your Email Box

c. Proceed tdtep 6
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ForwardHealth Port&rescribing/Referring/Ordering Provider User Guide March 11, 2024

1 If the user clickSelectfor phone:

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

ForwardHealth

(W

Verity with your phone

@® physicianprovider

Figure 35 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.

3 Set Up an Acunt 33
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A Verify with your phone box will be displayed.

ForwardHeulth

\. )

Verify with your phone

®) physiclanprovider

A code was sent to your pnone Enter the code

below to verify.

Carrier messaging charges may apply

Enter Code

Figure 36 Verify With Your Phone Box
c. Enter the code that was sent.

d. ClickVerify
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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 37 Get a Verification Email Box

e. ClickSend me an email

3 Set Up an AccounB5
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A Verify with your emdilox will be displayed and an email will be sent.

ForwardHoulth

K

Verify with your emall

B Rhaiisicivi

Ne sent an email to g***l@gainwelltechnologies.co
m. Click the verification link in your email to

Enter a verification code instead

3]

Figure 38 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
e 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:

oo

nutes.

Unlock Account]

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

Figure 39 OneTime Verification Code Email

7. The user can choose #ither click thdJnlock Accountink (Option 1) or enter the
verificationcode from the email (Optio?) instead.

3 Set Up an AccounB7
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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 40 Verification Code Box

8. Copy the verification code frorhé 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.

3 Set Up an AccounB8
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A Verify wth 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 41 Verification Code Box

10. ClickBack to sign ito log in.
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4 Demographic Maintenance Tool

The demographic maintenance tool on the ForwardHealth Portal allows prescribing, referring,
and ordering providers to securely, efficiently, and conveniently supply and update their address

information.

When a provider updates information using the demapgic maintenance tool, in most cases,

C2N¥ I NRI f 0K AYYSRAIFGSt @& dzLRIGSaA

idKS

LINR A RS

business practlces. Informatlon that cannot be immediately updated is manually verified, which

may take additional procesg time.

4.1 Access the Demographic Maintenance Tool

Clickbemographic Maintenandecated in the Home Page box on the righi it S d&tBeNI) &

Provider homepage.

Note: The Demographic Maintenance option is only displayed for administrative accounts or for
clerk accounts that have been assigned the Demographic Maintenance role. For information

about assigning clerk rolagfer to Chager 7 Clerk Maintenancia this user guide.

state agencies subject directory department of health services

1@); wisconsin.gov home

mterchange

TN
ForwardHealth

Wisconsin serving you

Home Search Enrollment | Claims | Prior Authorization | Remittance Advices | Trade Files | Health Check | Max Fee Home
Account | Contact Information | 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?

Home Page
® Update User Account

{5 Providers can improve efficiency while reducing overhead and paperwork by using real-time applications ¢ Customize Home Page
| available on the new ForwardHealth Portal. Submission and tracking of claims and prior authorization ['
V'rl, requests and amendments, on-demand access to remittance information, 835 trading partner designation, .

Demographic Maintenance

Electronic Funds Transfer

and instant access to the most current ForwardHealth information is now available. ® Check My Revalidation Date

® Check Enroliment

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

® Register for E-mail Subscription

* ForwardHealth System Generated Claim Adjustments

® Provider-specific Resources
® Request Portal Access
Messages ©

*%** No rows found ***

* Designate 835 Receiver
® Online Handbooks
® ForwardHealth Updates

Fee Sche ules

- vt e M.M‘wwﬁu \‘.\'\M*“M"A

2 _*'«“.‘,...,Mm4.\.'~«»~..np—_o“.’~«. e

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

® Revalidate Your Provider Enroliment

et s o il Atamadatatmand!

Logout

Figure 42Secure Provider Horpage

The Introduction panel will be displayed.
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4.2 Introduction Panel

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

/\ interChange Welcome » June 4, 2013 12:22 PM
F 0 rwardHe a lth Provider 2 P

Wisconsin serving you

Home Search Max Fee Home Account Contact Information Online Handbooks Site Map User Guides

You are logged in with NPI: 1111111111, Taxonomy Number: 208D00000X, Zip Code: 54848, Financial Payer: Medicaid _ Search

ﬂ% e .

Base Information

Name: GENERAL CLINIC Address: 123 MAIN ST
Provider ID: 1111111111 NPI LADYSMITH, WI 54848
Taxonomy Code: 208D00000X (715)000:0000
Provider Type / Specialty: Physician Group/General Practice

Introduction » Practice Location Address » Mailing Address m———— Click tO navigate toa SpECifiC panel.

Required fields are indicated with an asterisk (*).

o Select one of the above links to make updates to your information. When all changes are complete, select the "Submit” button to
complete the change process.

« If you need to change any information not available via this page, you will need to complete the Provider Change of Address or Status
F it it through the mail. . : .
orin nd:sLbmit it through;the ma Click to navigate to the next panel in
the Demographic Maintenance Tool.

Next Exit
Figure 43Introduction Panel
¢KS a. asS LYFT2N¥YIaA2yé aSOGAzZ2y RA LJfII—;é ol aAx0
t 23ISR AYyZ adzOK la UKS LINRYARSNIaA Yyl YSZ btlLZ

address, and telephone number.

To navigate the demographic maintenartool, either click the buttons at the bottom of the
demographic maintenance tool panels or click a link above the displayed panel to navigate to a
specific panel.

To begin updating information, click eitidext2 NJ | A LISOAFTAO LI ySt Qa yI OA

4.3 Practice Location Address Panel

On the Practice Location Address panel, users may update the contact information for the
LINE @A RS NI & ad2lrés Whers the pyoidders Kffice is physically located and where
records are normally kepAny changes to & practice location on file with ForwardHealth may

4 Demographic Maintenance Tod1
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alter the ZIP+4 code information required on transactions. Users should verify the ZIP+4 code for
the address on th&.S. Postal Service vetie.

Practice Location Address 7]

Required fields are indicated with an asterisk (*).

e Practice location is the street address where a provider office is physically located and where the
records are normally kept.

e A provider directory search will be made available to the public. The address and telephone for member
use will be included in a provider directory for BadgerCare Plus, Medicaid and WCDP providers {does not
apply to WWWP).

e Contact Person and Telephone NMumber for Contact Person will be used for administrative purposes only.

e If your practice location address has changed to another state you must report this change in writing to
ForwardHealth.

Street Address Line 1 123 MAIN ST
Street Address Line 2
City™ MADISON
State/ZIP | WI 53713 - 1234

County Dane -

Contact Person™ JANE DOE
Telephone Number - Contact Person®™ (608)000-0000 Ext.
Telephone Number - Member Use™ {608)111-1111

Previous MNext Submit Exit

Figure 44Practice Location Address Panel
1. Delete the information that needs to be changed and enter new information.

2. If no further changes in the demographic maintenance tool are necessarubioit For
more information, refer t&cection 4.5 Submit the Applicatimthisuser guide

Note: To navigate the demographic maintenance tool, either Meto go to the next
panel in the tool, clicRreviougo return to the previous panel in the tool, or click a link
above the displayed panel to go to a specific panel.

4 Demographic Maintenance Tod2
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4.4 Mailing Address Panel

On he Mailing Address panel, users may update the address to which ForwardHealth should
send general information and correspondence. Concise address information aids in proper mail
delivery.

m

r
Mailing Address 12]

Required fields are indicated with an asterisk (*).

» Indicate the address where ForwardHealth should send general information and correspondence.
Official certification and audit correspondence for Medicaid will be sent by certified mail. Failure to sign
for official correspondence could result in decertification.

Name® JANE DOE
Street Address Line 1® 123 MAIN ST
Street Address Line 2
City™ MADISON
State/ZIP® WI ~ 53713 - 1234

Email Address jane.doe@abc.com

Previous Mext Submit Exit

Figure 45Mailing Address Panel
1. Delete the information that needs to lsbanged and enter new information.

2. If no further changes in the demographic maintenance tool are necessarubioit For
more information, refer to Section 4.5 Submit the Application iruses guide

4.5 Submit the Application

Afterthe user completeall of theirchangesthey may submit the application froanypanel in
the demographic maintenance tool. None of the changes will go into effect until they are
submitted.

ClickSubmitfrom any completed panel.

If there was a problem with the submission,earor message indicating the reason the record
was not updated will be displayed. Correct the error and Slitknitagain.

If ForwardHealth needs to review the entered information, the Application Submitted panel will

be displayed. ForwardHealth will mally verify the entered information and, once the o
AYF2NXYIEGAZ2Y A& OSNRATA S BaveaodzedRahdipBnt @révifler Cid®&d A R S NI
of Address or Status forindicating the changes made in the demographic maintenance tool.
Clickexitto return to the secure Provider page.
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» » Application Submitted
= 0 0 [] £ ade ere ge erared
Your information was updated successfully.
Application Submitted 2]

Your Change of Address form has been submitted.
What Needs to be Done Next?

s Save a copy of the Change of Address form request for your records only.
Do not send this application to Wisconsin Medicaid.

Notification of Decision

e Within 10 days after Wisconsin Medicaid receives your completed request,

you will either be notified additional information is required or will see the changes have been applied by
reviewing the information using your secure portal account in the demographics section.

Figure 46Application Submitted Panel

If the entered information is updated automatically, a confirmation message will be displayed
above the panel.

FTEITIa] LN T ST AT 3 0 2 8 M M T e
The following messages were generated:

Your information was updated successfully.

Prior Authorization Address

Required fields are indicated with an asterisk (*).

» Indicate the address where ForwardHealth should send prior authorization information.

Figure 47Confirmation Message
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5 Maintenance

Users may change account information such as contact name, telephone nandvea,l
address through the Maintenance link on the Account Homepage.

5.1 Change Account Information

1. Access the ForwardHealth Portahéps://www.forwardhealth.wi.gov/

2. ClickLogin A Sign In box will be displayed.

For@l;h

Sign In

Username

Figure 48 Sign In Box
3.9YGSNI GKS dzaSNDa dzaSNYyIlI YSo
4. ClickNext

5 Maintenance 45
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A Verify with your password box will displayed.

ForwardHulth

Verify with your password

(2) PORTALUSER1

Password

m

Figure 49 Verify With Your Password Box
5. 9y 0SNJ (KS dzad S NI passwbrdsdagcRehsRve. Mak& certaitiztd Skl &
exactly.

6. ClickVerify.
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interChange
ForwardHealth =«
sconsin serving you
Home rch Enrollment = Claims | Prior Authorization = Remittance Advices

Contact Information = 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?

available on the new ForwardHealth Portal. Submission and tracking of claims and prior authorization
req and d n-di

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 ***

Trade Files

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

d access to remittance information, 835 trading partner designation,

<t St J~~~W4~M‘uw‘w\ww~ \JM‘\“‘W‘*T

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

Health Check | Max Fee Home

Search

Logout

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
Fee Schegdules

Figure 50Secure Provider Horpage
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7. ClickAccounton the main menu at the top of the pagée Accounthomepage 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?

s Maintenance

¢ Messages

e Change Password

s Clerk Maintenance
s Clerk Last Logon

e Switch Organization

+ Add Organization

s View the Account User Guide

Figure 51Account Hompage

Various account management functions can be performed using the links on the Account
homepage.
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8. ClickMaintenance The Account Maintenance panellWwe 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 52 Account Maintenance Panel

9. Make applicable changes.

10. ClickSubmit An Account Maintenance verification panel will be displayed if 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 53 Account Maintenance PaneVerify User Account
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11.Select theemail or text message to verify the account by clicBiglgctafter the appropriate
method. An Account Maintenance verification panel 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 54 Account Maintenance PangEmail or Text Message Verification

12.ClickSend me an emdibr an email oReceive a code via SKB a text. Note: Clickinderify
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 55 Account Maintenance PaneEnter Code
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14.ClickVerify. A confirmation messagell be displayed.

The following messages were generated:
Save was Successful

Figure 56Confirmation Message
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6 Confirmation Messag€&€hange
Password

Users will be prompted to change their Portal account passwords every 60 days; however,
through the Change Password function, users can change their passwordiateany t

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

1. Onthe AccounthomepageclickChangePasword. The Change Password page will be
displayed.

Change Password e
Required fields are indicated with an asterisk (*).

User Name ADMINISTRATORO1
Current Password™
Mew Password™

Confirm New Password™

Submit Cancel

Figure 57Change Password Page

2. Enteril KS  dzaréiNdassword.

3. Enteril KS dwwpasEndrd (twice for confirmation). The password must be between
nine-15 characters and must contain three different types of characters such as uppercase
letters, lowercase lettes; special characters, or numbers. The password must be unique and
cannot contain information from the user name, contact first nameontact last nare.

Note: The new password cannot match any of the 2dgtasswords.
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4. ClickSubmit A Change Passworerificationpanel 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 58 Change Password Panélerify User Account

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

Change Password 2
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 59 Change Password Pagdtmail or Text Message Verification
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6. ClickReceive a code via SK#B a text orSend me an emdibr an email. Note: Clickingerify
with somethingelsewill 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.

r—ﬂ
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 l

Verify with something_else

(V)]

ubmit Cancel

Figure 60 Change Password Pagdtnter Code

8. ClickVerify. A confirmation message e displayed.

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

Figure 61Confirmation Message
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7 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 usensith established accounts that have been inactive for at least 60 days will be
notified as follows:

1 Inactive for 60 daysNotification will be sent indicating clerk inactivity.
1 Inactive for 80 daysNotification will be sent pending automatic removal.
Accounts will automatically be removed after 90 days of inactivity.

On the Accounlhomepage, cliclerk Maintenancelhe ClerkMaintenanceSearchpanel will 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 62Clerk Maintenance SearEtanel

Through the Clerk Maintenance panealsers with administrative and clerk administrative
I OO02dzyta OFYy aSlNOK F2NE |RRXZ 2N NBY2JS Of SNJ
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Note: Users withclerk administrative accounts magt administer theiown account®r other
administrdive or clerk administrative accounts.

7.1 Add a Clerk

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

1. 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

Demaographic Maint

v 2 ]s

[] Clerk Administrator

Previous Submit Cancel

Figure 63Clerk Account Panel
Complete the following steps to add a new clerk account:

1 Enter ausername The user name must be between2ixcharacters and can only
contain letters and numbers. The user name is not-sassitive.

 EnterthenewOf S NJ Q firstagearnidtodiactiastname

f EnterthenewO f StNdplibaenumber(andextensionif applicable).

7 Clerk Maintenanceb6



ForwardHealth Portd&rescribing/Referring/Ordering Provider User Guide March 11, 2024

f EnterthenewO t SeaxdilQwicefor confirmation).
1 Enteraninitial pasword for the newclerk(twicefor confirmation).

The password must be betweame-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 nam@y contactlast 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:

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 64User Name Search Box
T 9y GiSNI GKS Of SN] | O02dzyiQa dzaASNYI YSI FANAU
f ClickSearckb ¢ KS Of SNJ] Q& AYyF2N¥I GA2Y sécthioh.t 0SS RA A

User Name [ Close |
Search ©

Username First Name Last Name SMITH

search * clear |
Search Results

User Name ¢  First Name Last Name

SHAWNSS Shawn Smith

Figure 65Search 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 | G SR Ay UKS &/ f SNJ
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 66Clerk Account Informain Autepopulated on Clerk Account Panel
2. Proceedo one of the following sections once clerk details have been entered or populated:

1 Step 2 ofSection7.3 Add Demographic MaintenanRele to a Cleréf this guide

1 Step 1 ofSection?.5 Assign a Clerk Administraofithis guide

7.2 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 Critmims.
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
Clear
i T T A et e ™

Figure 67Search Criteria Section

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

Search Results

Username First Name  Last Name Last Login Date Email Address
IDROVIDER[M M Provider 05/12/2016 ml@ml.com I
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 68SearchResults Section

The clerkds information wild/l popul ate in the fASel ect ¢
T ey T e i B VT

Search Results

Username First Name Last Name Last Login Date Email Address

PROYIDERIM I Provider 05/12/2016 ml@ml.com

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

SAMPLEIQ 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 |

Next Add Clerk | Cancel |

Figure 69Search Results and Selected Clerk Sections

4. Proceed tane of the following sections once a clerk has been selected:

I Section 7.3dd Demognahic Maintenance Role to a Clerk

Section 7.Remove a Role from a Clerk

Section 7.%Assign a Clerk Administrator

Section7.wSasSid I /fSNJQa tl aagz2NR

1
T
T
T

Section 7. Delete a Clerk Account
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7.3 Add Demographic Maintenance Role to a Clerk

The Clerk Roles function allows a user to add the demographic maintenance role 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 PPROVIDER [ Search ]
Contact First Name paity
Contact Last Name Provider

Telephone Number

E-Mail o

Clerk Roles

Available Roles Assigned Roles

Demographic Maint

ol 2l

[] Clerk Administrator

Previous Submit Cancel

Figure 70ClerkAccount Panel
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2.LYy GKS &/t 8NJ w 2HeBagraphia Babibla feoyi the AvSldbie Bales libk $

Pt ot A g Gy i ot I iy NG i rd NN i Tt
Clerk Roles

Available Roles Assigned Roles

<]
~

>>

] Clerk Administrator

Previous ‘

Figure 71Clerk Roles Section with Available Roles

3. Click>. The selected roleill be added to the Assigned Roles box.

Clerk Roles

Available Roles Assigned Roles

Demographic Maint

v sl

[0 Clerk Administrator

Previous Submit ‘ Cancel

Figure 72Clerk Roles Section with 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 73User Successfully Updated Message

If an error message is received, correct the error(s) andStlisknitagain.
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7.4 Remove a Role from 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 prg

Contact First Name pait
Contact Last Name prc

Telephone Number

E-Mail |pprov@email.com

Clerk Roles

Available Roles Assigned Roles

Demographic Maint

FERE

[] Clerk Administrator

Previous Submit | Cancel

Figure 74Clerk Account Panel
Ly GKS ¢/ taSNJi Ave/tadnete AsSighéd Roleshiaxt S

B o e s

Clerk Roles

Available Roles Assigned Roles
Demographic Maint

[]—

[1 Clerk Administrator

Previous Submit Cancel

Figure 75Clerk Roles Section with Assigned Roles

7 Clerk Maintenance62



ForwardHealth Port&rescribing/Referring/Ordering Provider User Guide March 11, 2024

3. Click. The selected roleill be transferred to the Available Roles box.

o it
Clerk Roles

Available Roles Assigned Roles

Demographic Maint

v lslr

[1 Clerk Administrator

Previous ‘ Submit | Cancel

Figure 76Clerk Roles Section with Role Removed

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

Figure 77ConfirmationMessage

If an error message is received, correct the error(s) andStlickitagain.

7.5Assign a ClerRdministrator

The Clerk Administrator checkbox allows a user to agsigrk administrative rights. A clerk
with administrative rights catreate accouts forclerksandmanagethe rolesassigned to them
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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 pprovI

Contact First Name porey
Contact Last Name provider

Telephone Number

E-Mail [pprova

Clerk Roles

Available Roles Assigned Roles

Demographic Maint

VlEElE

] Clerk Administrator

Previous Submit Cancel

Figure 78Clerk Account Panel
2. Ly GKS a/ tf S Nfeckivedek AdministrStdaxA 2 y X
T

Clerk Roles

Available Roles Assigned Roles

Demographic Maint

Lt v & s

Clerk Administrator

Previous

Figure 79Clerk Roles Section with Clé&dministrator Checked

Submit Return to Search
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3. ClickSubmit A confirmation message will be displayed at the top of the page.

The following messages were generated:
User was successfully updated.

Figure 80Confirmation Message
76wSasa I/ fSNJQa tlaag2NR

1. On the Clerk Maintenance Search parlelkResefPaswsord. TheResetPassworgbage will
be displayed.

Reset Password 7]

User Name ABCO01

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

Cancel Reset Password N

Figure 81Reset Password Page

2. Enterthe newpassword (twicefor confirmation). The password must be betwegme-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 napresontactlast name.

3. ClickrResefPPaswiord. Aconfirmation messageill be displayedt the top of the page.

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

Figure 82Confirmation 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,reat the error(s) and clidReset Passworabain
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7.7 Delete a Clerk Account

1. On the Clerk Maintenance Seapdnel, cliclRenove Clerkio initiate the recorddeletion. A
dialogboxconfirming the deletion will be displayed

F 5
Message from webpage [ﬂ?—J

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

QK l | Cancel

b

Figure 83Dialog Box

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

Figure 84ConfirmationMessage

7.8 Clerk Account Log in for First Time

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

With MFA, users are asked to provide two authetitc 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 followinghaagoumation:
1 Accountpassword

I Email address

7 Clerk Maintenance66



ForwardHealth Port&rescribing/Referring/Ordering Provider User Guide March 11, 2024

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 85 ForwardHealth Portal Page
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