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1 Introduction

1.1 Introduction

This user guide explains how to request se€amvardHealtlPortal(the Portallaccess and how

to use the public and secure areas of the Manufacturer Drug Rebate area of theBedintal.

public and secure information is accessible through the Portal. Public information is accessible to
all users; however, to gain access to secure information and to conduct business with
ForwardHealthmanufactures are required to establish a secure account within the Portal.

Depending on théevel of access assigned to thamers will havdiffering functions available
Important Information:

Refer toChapter 13Downloading Invoiceer descriptions of the drug rebate programs and
invoice types that are available on the Manufacturer Drug Rebate area of the Portal.

Note:Rebate processes associated with claim utilizatrater the WisconsirllVDrug

Assistance PrograriiDAR and the Preferred Drug List (PDL) for blood glucose meters and blood
glucose testing strips are not available in the Manufacturer Drug Rareatef the Portal;
manufacturers should continue to use existing rebate processes for these programs

1.2 Purpose

The purpose of this document is to present users with an overview of the components that make
up theManufacturer Drug Rebataea of the Portal and torovide instruction on how to
navigate and perform basic functions within the system.

1 Introduction 1
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2 Request Portal Access

To establish ManufacturerPortal account, manufacturers will need a PIN.

1. Torequest a PIN, access the Portébavardhealth.wi.gov/

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

ForwardHealth L

isconsin 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
*sEe.Schadules COVID-19: ForwardHealth Provider News and Resources
« Wisconsin Administrative Code Partners
« ForwardHealth Enroliment Data * Find a Provider

ForwardHealth System Generated Claim 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 Enroliment Change Request
« Provider Revalidation « Waiver Agencies

Enroliment Tracking Search

Bed Assessment e-Payment

Medication Therapy Management Case 3 Trading Partners
Management Software z@ @ « Trading Partner Profile

" r & 5 * 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

Children's Specialty Programs
Birth to 3 Program

« ForwardHealth Enroliment Data i o
¢ Health Care Enroliment &
: & )

Trading Partners

nufacturer Drug Partners Members
Rebate

Manufacturer Drug Rebate Children's Long-Term Support Program

+ CMS Medicaid Drug Rebate Program

Katie Beckett Medicaid

« Pharmacy Information

Children's Specialty Managed Care Plans
LSS PN L aa VN OW W SN MW
Figure 1ForwardHealth Portalomegage

2 Request Portal Acces2
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2. ClickManufacturer Drug Rebatd he public pag®r the Manufacturer Drug Rebatea of
the Portal will be displayed.

Seponrant of bt vecvic o3

Welcome » September 8, 2023 10:49 AM

interChange
ForwardHealth  s«esres koo

S 5O Ny

ForwardMealth's Manufacturer Drug Rebate Portal is 3 secure avenue to perform Wisconsin Medicald Drug Rebate Processes quickdy
N an electronic format. The Manufacturer Drug Rebate Portal can be used for the following

* Retrieve invoice files

* Request Claim Level Detad (CLD)

o Submit payments o Communications Home
o Provide rec ation files o Forw
* Contact 3 Wisconsin Drug Rebate Analyst o Onling Handbooks

Important Information:

The ForwardHeaith Portal Manufacturer Drug Rebate User Guide indudes descriptions of the drug redbate programs and invoice

types that are availadle on the Manufacturer Drug Rebate ared of the Portal

Note: Rebate processes associated with claim wtilization under the Preferred Drug Ust (PDL) for blood glucose meters and blood
glucose testing strips are not available in the Manufacturer Drug Redate Area of the Portal; manufacturers should continue to use

existing redate processes for these items

The links on this page offer easy access to key information and often-used tools, Manufacturers should 109 In to their secure

MMWWVWWM

Figure 2Public Manufacturer Drug Rebd&age

2 Request Portal Acces3
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3.

In the Quick Links box on the right of the page, Rexfuest Portal Accesthe Portal Access
Request Informatiopage will be displayed.

Portal Access Request Information e
Required fields are indicated with an asterisk (*).

s Manufacturers are encouraged to review the Manufacturer Drug Rebate Portal Frequently Asked Questions.

+ Please select your parent labeler code to request access to the ForwardHealth Portal.

+ Your approval letter will be sent to your inveice contact address identified on the CMS file.

+ When you receive your approval letter, you will be able to add your additional labeler codes within your organization.

+ Review and approval of requests to establish secure Portal accounts may be delayed during drug rebate quarterly invoicing periods. This would apply to requests received

in February, May, August, and Movember from the 15th of the month through the last day of the month.

Manufacturers who choose to sign up for a secure Portal account are agreeing to conduct all drug rebate business processes electronically. This includes the following:
& Submitting rebate payments electronically via the Portal e-Pay process OR via automated clearing house (ACH)
* Submitting Reconciliation of State Invoice (ROSI) and/or Prior Quarter Adjustment Statement (PQAS) documentation electronically via .txt, .xIs, or .xlsx file format

Note: PDF versions of ROSI and PQAS files may not be submitted to disposition payments through the Portal.

[0 =1 Agree to the above statement.

User Information

First Name™

Last Name™

Email Address™

Confirm Email™

work Phone Number™ Ext.

Select Your Parent Labeler Code™ ﬂ
Date Requested

Submit Exit

Figure 3Portal AccesRequest InformatioPage
Read thesecure Portal accoustatement

LY 2NRSNJ 02 LINROSSR:Z dzASNA Ydzad | INBS.
I INBS (2 GKS 10205 adlaSySyité OKSO1o02E

k-
- @
Enter the user information requesteldh. the Select Your Parehabeler Codéeld, select the
labeler code for the parent organizatirom the dropdown menulf the labeler codéor

the parent organizatiodoes not appeam’ PIN may have already been issued and an account

set up. Work withihe organization taletermineif someone habeen established as the
account administrator

A request will be denied if a PIN was already requested.

Call the Portal Help Desk (toll free) at-8®8-1363 Monday through Friday between 8:30
a.m. and 4:30 p.n{Central time [CT{yith questions.

2 Request Portal Acces4
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7. ClickSubmit If the request is successful, a confirmation page will be displayed.

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

interChange Welcome John Doe » October 22, 2018 10:42 AM

FO rwa’:vdHea l‘th Manufacturer Drug Rebate —

isconsin serving you

Home ‘ Search Account ‘ Site Map
You are logged in with manufacturer labeler: 00000-x¥Z COMPANY I:l Search

R(, Home » Drug Rebate Home » Reguest Access Results

Your request for access to the secure Manufacturer Drug Rebate area of the Portal has completed successfully!
« Once approved, your invoice contact on file with CMS will receive a PIN letter within three to five business days from the approval date. Use the informaticn in this
letter to create your secure Portal account.

« Review and approval of requests to establish secure Portal accounts may be delayed during drug rebate quarterly invoicing periods. This would apply to requests
received in February, May, August, and November from the 15th of the month through the last day of the menth.

o Refer to the Manufacturer Drug Rebate Portal User Guide for more information on setting up your Portal account.

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

UAT UAT_WIPortal2_M&63A
Session expires in: 00:28:22

Figure 4Request Manufacturer PortAtcessConfirmationPage

After adrug rebate manufactureras successfully requested Portal access, a letter
containing a PIN will be mailed to tieguester at thenanufactureRa Ay @2 A OS O2y it
addres=on file withCenters for Medicar& Medicaid Servicg€MS3. Access to the Portal is

not possible without a PIN. The letter also includes a Login ID, withelfiwe-digit labeler

codefor the parent organization that wasedto request Portal access

2 Request Portal Access
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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 lettze&ie a user name and password as
well as to enter comtct and security information.

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 accountalbiliyaintained.

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 anl applications within th&anufacturer Drug Rebataea of the Portal and have
the ability to add, remove, and manage other account types and their access.

Eachmanufacturercan only have one user designated as an administrator; however,
multiplelabeler codegan be attached to the same administratéor example, one
manufacturer may be associated with multiple labeler codes; the manufacturer entity,
ly2ey a UKS aLJ NbByuxe g2dAZ R 0S aaAa3daySR
fl 0St SNJ] O2RSaz (1y26y a GOKAf RNBY ®E¢

1 Clerk accounts Theaccountadministratorcan set up clerk accounts with access to any or all

of the roles available to the administrative account. If a new role becomes aviaildide
Account Administratgrthat role mayalso therbe assigad to a clerk account.

1 Clerk administrative account€lerk accounts may be granted clerk administrative rights
clerk administratocan create new clerk accounts with access to any or all of the roles to
whichthe clerk adminisator has access and can delete and manage clerk accounts under
their purview.

3 Set Up an Accoun®

N>
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3.2 Logging in for First Time

1. Afterthe administrative accouniserreceivesthe PIN letterthey canaccess the Portal at
forwardhealth.wi.gov/

onsin.gov home department of health services
F dHealth
orwargedils
Welcome » February 8, 2022 12:51 PM
Login

Providers Members
« Provider-specific Resources Welcome to the ForwardHealth Portal * Find a Provider
* Become a Provider
* Fee Schedules COVID-19: ForwardHealth Provider News and Resources
« Wisconsin Administrative Code Partners
* ForwardHealth Enroliment Data * Find a Provider

ForwardHealth System Generated Claim 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 R

Medication Therapy Management Case z ) ) Trading Partners
« Management Software "ﬁ ,% @% « Trading Partner Profile

/ 2 J & J * PES
Providers Acute and Primary  Adult Long-Term  Children's Specialty « Companion Guides
Acute and Primary Managed Care Care Care Programs Programs Medication Therapy Management Case
« Related Programs and Services « Management Software Approval Process
« ForwardHealth Enroliment Data g @
* Health Care Enroliment R &
"m 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 + Children's Specialty Managed Care Plans
L= e = = =]

Figure 5ForwardHealth Portalomegage

3 Set Up an Accoun?
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2. ClickLogin A Sigrin box will be displayed.

March14, 205

Connectin

gto ©F
Sign in with your account to access WIPorta

TN
ForwardHealth
Sign In
Username
Keep me signe

Figure 6Signin Box

3. ClickLogging in for the first time?

3 Set Up an Accoun8
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The Account Setup page will be displayed.

- _ _ _ _ _m_m YT
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 7Account Setup Page

4. Enter the Login ID and PIN listediik S &2 &b &

The PIN from the PIN letter can only be used once. After the account has been established,
the PIN cannot be used again.

5. ClickSetup AccountThe Aministrator- Manufactureruser profile page will be displayed.

[ ot wamtoctirer ——— o]

Required fields are indicated with an asterisk (%)

o Password must contain one uppercase letter, one number and at least eight characters.
o Yo assist us with associating ACH payments to your Portal account, please provide the Company 1D you would indude on your ACH payment located on the Batch Header Record field number
S. This field is usually formatted with 3 *1" preceding your company’s unique 9 digit Federal Tax identification Number (1X00000000X). This field is optional and can be updated as needed.

Administrator Information

Fassword”™ sessssnnns Company 1D
Confirm Password™ Mailing Address™

Contact First Name*™

Contact Last Name*™

Title™
Telephone Number® Ciey™
Email™ State*™ v
Confirm Email™ ZiP Code™

Next Bt

Figure 8 Administrator- ManufacturerUser Profile Page
6. Enter information in the fields. It is necessargamplete all the fieldsn this page.

9 The user name must be betwe&q20 characters and can only contain letters and
numbers. The user name is not casasitive.

3 Set Up an Accoun®
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Note: The user name cannot be changed without deactivating the account.

1 Thepassword must be betweeninecl5 characters and must contain three different
types of characters such as uppercase letters, lowercase letters, special chétiaaters
is, |@#$%"&*) or numbers. The password must be unique and cannot contain
information from the user name, contact first naroecontact last name.

1 Thephone number must include the area code. The number will befautatted.

T ¢KS /2YLIlye L5 FASER A& dz&adzafte F2NXIOGGSR
unique ninedigit Federal Tax Identification Number (LXXXXXXXXX).

3 Set Up an Accounil
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7. ClickNext The Manufacturer Codes Setugmel will be displayed.

Manufacturer Codes Setup

Required fields are indicated with an asterisk (*).

+ Enter any additional labeler codes to your account. Click Add after entering each labeler code.

+ If you don't have any other codes to add or when all codes have been added, click Submit to create your account.

Available Labeler Codes

Labeler Code Description

Type changes below.

Labeler Code Setup

Labeler Code™

Description

Add Cancel

Security and Confidentiality

This Portal Access User Account Agreement (hereinafter Agreement) is made by and between the State of Wisconsin ~
Department of Health Services (DHS) and the Manufacturer (hereinafter User) applying for an account on this website. DHS and
the User may be collectively referred to herein as the Parties. The Agreement will become effective upon the User's execution.

WHEREAS, DHS, in its implementation of the ForwardHealth program in Wisconsin, provides a system of operational and
informational support to respond to the User's inquiries, exchange certain data, claims, and biling information through electronic
communications and through the intermnet (hereinafter the System);

WHEREAS, while utilizing the System, the User may be given access to or may be exposed to, certain confidential or Protected
Health Information (PHI) as defined currently or later amended under the Health Insurance Portability and Accountability Act of
1996 (HIPAA), 45 C.F.R. Parts 160-164;

WHEREAS, the User desires to utilize the System provided by DHS to transmit information pursuant to the User's Drug Rebate
Agreement with the Centers for Medicare and Medicaid Services (CMS) and this Agreement, and DHS desires to provide the

v
System and related services and support to the User, as defined and according to the terms contained hereinafter;

Electronic Signature

By signing this Electronic Signature Acknowledgement Form, I agree that my electronic signature is the legal equivalent of my manual signature on this
Agreement. By executing this Agreement by electronic signature, I consent to be legally bound by the Agreement's terms and conditions.

Please type your First and Last Name
Date

Manufacturer Name

[0 I certify that by checking this box, and upon my electronic signature, that:
» I have the authority to act on behalf of the Manufacturer.
» I have read and agree to the terms of Wisconsin's Manufacturer Drug Rebate Portal User Security Agreement.
» The Manufacturer holds legal title to or possession of the Labeler Code(s) to be enrolled in the secure Manufacturer Area of the ForwardHealth
Portal.

Previous Print Agreement Exit

Figure 9Manufacturer Codes Setup Panel

8. LYy GKS a[ I 6 St SNJapplidalfe edtedanyladitional &belericadygssto be
associated with the account in the Labeler Code field andAddt&fter each additionThe
Description field will autpopulate the manufacturer name associated with the labeler code
entered.

Note: This is ampportunity for the user to set ugny other labeler codesithin their
organizationFor informaion on adding labeler codés an existing account, refer to

3 Set Up an Accounill
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Chapter 9Adding Child LabeleFor information on removing labeler codes from an existing
account, refer taChapter 1(Remove Child Labeler

If a user isuinable to enter a particular labeler code belonginthtr organization, call the
Portal Help Desk (toll free) at 8868-1363 Monday through Friday between 8:30 a.m. and
4:30 p.m CTwith questions.

9. Read the Secuyitand Confidentiality agreement
10.¢2 F3INBS gAGK GKS SOdzNX G &

YR
the Electronic Signature section by entering S dz& SIBI & + Y R
G§KS YIydzZFlI OGdNBNRE yI YSo

<,
™MN
<,
¢
T >

puj
<Sw
<,
< =
Uy >
M =

11.Review the bullets and, if applicableeck thecheckbox.

3 Set Up an Accounil2
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12.Viewor print the agreement anthen clickSubmit Ifthe userreceives an error message,
correct the error(s) and cliGubmitagain.

Because¢he usermay encounter CPT codes, descriptions, and other related data by using the
Manufacturer Drug Rebate area of the PortdlS [ AOSyasS FT2NJ | asS 2% tKe
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 slate agencies subject directory department of health services

ForwardHealth 1 = |

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.

Pttt TNl TN i S S T T Nt T T S W Tt SN S e 8o TN e o]

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.
3 Accept /

'1 Do Not Accept
Submit Agreement I

About | Contact | Disclaimer | Privacy Notice

Wisconsin Department of Health Services

Figure 10End User Point and Click License Agreements

13.Read the agreement and life useragreesto the terms of the agreementlick the radio
0dziu2y YSEU 0SubmitAgreemeotS LJ0 ®¢ [/ f A O]

Note:L¥ &L 52 b2i theusevillbetretuinad taitte P&tal hofh&age and
will not be able to access the secttanufacturerPortal.

3 Set Up an Accountl3
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14.The user imow logged in antheir secureManufacturer Drug Rebagsage will be displayed

subject directory department of health services

interChange Welcome Dxc Tester » May 8, 2019 3:46 PM

FO rw ar\:vc‘z(‘mHme a lth Manufacturer Drug Rebate Logout

serving you

Home ‘ Search Account | Site Map

You are logged in with manufacturer labeler: 44178-PHARMAXIS, INC. ! | Search

& Manufacturer

Notifications ) Quick Links
« Download Invoices

**% No rows found ***
* Previous Quarter Invoice Search

« Claim Level Detail (CLD) Requests
* Electronic Funds Transfer (EFT)

* Payment Activity Search

e Submit ROSI/PQAS

« Labeler Notification/Letters

* Contact a Drug Rebate Analyst

* Drug Rebate Portal Training
* Online Handbooks
* ForwardHealth Updates

« Wisconsin State Rebate Agreements

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

Figure 11SecureManufacturer Drug Rebafeage

3.3 Reset Password

TheReset Password function allows users to reset a forgotten password. The correct account
user name is required to use this function.

1. Access the Portal &rwardhealth.wi.gov/
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2. ClickLogin A Sigrin box will be displayed.

Sign In

Username

Figure 12Sign In Box
3.9y GSNJ 6KS dza SNDa
4. ClickNext

dzA SNY I YS @
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A Verify with your password box will be displayed.

Fo@lﬁh

Verlfy with your password

@® physiclanprovider

Password

Figure 13Verify With Your Password Box

5. ClickForgot password?

March14, 205
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A Reset your password box willdisplayed.

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 14 Reset Your Password Box

6. ClickSelecto receive a verification via email or phone.
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If the user clickSelectfor email:

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

For@l;h

':‘ |

Get a verlfication emall

Figure 15Get A Verification Email

March14, 205

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 take them back to the sign in page.
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A verify with your email box will be displayed 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 16 Verify With Your Email Box

c. Proceed tdstep 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 17 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.

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 18Verify 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 19Get A Verification Email Box

e. ClickSend me an email

3 Set Up an AccounR2



ForwardHealth Portal Manufacturer Drug Rebate User Guide March14, 205

A Verify with your emdilox will be displayed and an email will be sent.

ForwardHealth

K

Verify with your emall

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

Enter a verification code instead

3]

Figure 20Verify With Your Email Box

3 Set Up an Accoun3



ForwardHealth Portal Manufacturer Drug Rebate User Guide March14, 205

7.¢KS SYIFAf aSyid G2 (KS RezetPasBwoithS(@ptidnfl) ahdRRNB &4 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 21 Account Password Reset Email

3 Set Up an Accoun4



ForwardHealth Portal Manufacturer Drug Rebate User Guide

March14, 205

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 22 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 23Verify 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 24 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
secure Portal.
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3.4 Unlocking An Account

1. Access the Portal &rwardhealth.wi.gov/

2. ClickLogin A sigrin box will be displayed.

SignIn

Username

Figure 25Sign In Box

3. ClickUnlockaccount?
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AnUnlock account box will be displayed.

Forml th

Unlock account?

Username
Email Select
\. Phone Select

Figure 26 Unlock Account Box

4. 9y GSNJ GKS dza SNDa

dza SNY I YS

5. ClickSelecto receive a verification via email or phone.

March14, 205
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9 If the user clickSele¢ for email:

a. A Get a verification email box will theplayed.

For@l;h

':‘ |

Get a verlfication emall

Figure 27 Get A Verification Email

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 take them back to the sign in page.
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A Verify with your email box will be displayaad an email will be sent

ForwardHleulth

)

Verlfy with your emall

L

Figure 28 Verify with your email box

c. Proceed tdtep 6
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1 If the user clickSelectfor phone:

a. A verify with your phone box will logsplayed.

ForwardHealth

(W

Verity with your phone

@® physicianprovider

Figure 29Verify 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

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

below to verify.

Carrier messaging charges may apply

Enter Code

Figure 30 Verify With Your Phone Box
c. Enter the code that was sent.

d. ClickVerify

3 Set Up an AccounB3



ForwardHealth Portal Manufacturer Drug Rebate User Guide March14, 205

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 31Get 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

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

Enter a verification code instead

3]

Figure 32Verify With Your Email Box
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6. ¢KS SYIFAf aSyd G2 G§KS uUnokMEzaunitkYQptioh 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 330neTime Verification Code Email

7. The user can choose to either click thdock Accouniink (Option 1) or enter the
verificationcode from the email (Option 2) 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 34 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 35 Verification Code Box

10. ClickBack to sign ito log in.
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4 Maintenance

Users may change account informationtsas contact name, telephone number, or emalil
address through the Maintenance link on the Account Home page.

4.1 Change Account Information

1. Access the Portal &rwardhealth.wi.gov/

2. ClickiLogin A sign In box will be displayed.

ForwardHulth

Sign In

Username

Next

Figure 36Sign In Box
3. Enteri KS d=kraddid &
4. ClickNext
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A Verify with your password box will be displayed.

ForwardHulth

Verify with your password

(2) PORTALUSER1

Password

m

Figure 37Verify With Your Password Box
5. Enteri KS gesSvbidIhepasswordscasesensitive, rake certain to enteit exactly.

6. ClickVerify.
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ThesecureManufacturer Drug Rebapage will be displayed.

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

March14, 205

interChange

FO rw ar:vdHe alth Manufacturer Drug Rebate

iSconsin serving you

Home \ Search - Site Map

You are logged in with manufacturer labeler: 441¢8-PHARMAXIS, INC.

R, Manufacturer

*%*% No rows found ***

About | Contact | Disclaimer | Privacy Notice

Wisconsin Department of Health Services

Welcome Dxc Tester » May 8, 2019 3:46 PM
Logout

Search J

Quick Links

* Download Invoices

e Previous Quarter Invoice Search

e Claim Level Detail (CLD) Requests
Electronic Funds Transfer (EFT)
Payment Activity Search

Submit ROSI/PQAS

.

Labeler Notification/Letters

Contact a Drug Rebate Analyst

Drug Rebate Portal Training
Online Handbooks

ForwardHealth Updates

Wisconsin State Rebate Agreements

Figure 38SecureManufacturer Drug Rebafeage
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7. ClickAccounton the main menu at the top of the pagée 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?

+« Maintenance

« Meassages

s« Change Password

« Clerk Maintenance

e Switch Manufacturer

« Add Child Labeler

+« Remove Child Labeler

« Update Company ID

Figure 39Account Home Page

Various account management functions can be performed using the links on the Account
Home pageDetailed instructions for each of these functions can be found in the
corresponding sections below.
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8. ClickMaintenance The Account Maintenanganelwill be displayed.

Account Maintenance 2

Required fields are indicated with an asterisk (*).

User Profile
User Name TPMFAJEFFCLERK
Contact First Name™ jeff
Contact Last Name™ gge
Telephone Number™ (234)123-4567
E-Mail* jeff.doe2@gainwelltechnologies.com

Confirm E-Mail® jeff.doe2@gainwelltechnologies.com

Submit | Cancel | Change Password

Figure 40 Account MaintenancBanel
9. Make applicable changes.

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

=
Account Maintenance 2,

Required fields are indicated with an asterisk (*).

Verify User Account

Please verify your account with one of the following methods.

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

Submit Cancel Change Password

Figure 41 Account MaintenancPanet 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 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 42 Account MaintenancBanet Email 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 43 Account MaintenancPanet Enter Code
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14.ClickVerify. A confirmation message will be displayed.

The following messages were generated:
Save was Successful

Figure 44Confirmation Message
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5 Change Password

Users will beequiredto 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 lWmepage clickChangePasword. The Change Password page will be
displayed.

Change Password 7]

Required fields are indicated with an asterisk (*).

User Name 11DOEE34

Current Password™®
New Password™®

Confirm New Password™

Submit Cancel

Figure 45ChangePassword Page

2. Enteril KS  dzaréiNdassword.

3. Enteri KS dewasEdrd (twice for confirmati). The password must inénec15
characters and must contain three different types of characters such as uppercase letters,
lowercase letters, special charactétgat is, |@#3$%"&*)or numbers. The password must
be unique and cannot contain information from the user name, contact first rame,
contact last name.

Note: The new password cannot match any of the 2dgtasswords.
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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 46 Change Password Pand&lerify 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 47 Change Password Pand&tmail 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 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.

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 48 Change Password Pandinter Code

8. ClickVerify A confirmation message will be displayed.

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

Figure 49 Confirmation Message
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6 Clerk Maintenance

If more than one person will be working on the accotlrg,account administrator must initially
establishclerk accounts andssigrroles for the various functions the clerks will be performing.

On the AccounHomepage, cliciClerk Maintenancelhe ClerkMaintenanceSearctpanelwill be
displayed.

Clerk Maintenance Search ©

Search Criteria

Username
First Name

Last Name

Email Address
Clear

Search Results

*** No rows found ***

Selected Clerk

Username

Contact First Name

Contact Last Name
Telephone Number Ext.

E-Mail

Add Clerk | Cancel |

Figure 50Clerk Maintenance Search Panel

Through the Clerk Mamtenance panels, users with administrative and clerk administrative
I O02dzyia OFy aSINOK F2NE | RRX 2NJ NBY2@S Of SNJ

Note: Users withclerk administrative accounts magt administer theiown account®r other
administrative or clerk administrative accounts.

6.1 Add Clerks and their Roles

The Add Clerk function allows the user to add new clerksnanaifacturerorganization and to
assign specific roleshe user canshoose toadd new clerksvithout assigned rolesr add new
clerks andassigrtheir roles at the same time.
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1. ClickAddClerkiocated at the bottom of the Clerk Maintenance Search painel.Clerk
Account- Manufacturerpanel will be displayed.

Clerk Account - Manufacturer ©

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*
Email*
Confirm Email*
Password*

Confirm Password*

Current Roles

**%* No rows found ***

Assign Clerk Roles

Labeler Code* ~

Available Roles Assigned Roles
Invoicing

Claim Level Detail
Pay Now Access
ROSI PQAS

Legal Contact
Communications
HDAP Invoicing
HDAP CLD

HDAP ROSI PQAS

MRS

() Clerk Administrator

Add

Previous Submit Cancel

Figure 51Clerk Account ManufacturerPanel
Complete the following steps to add a new clerk account:

1 Enter a user name. The user name mussikg20 characters and can only contain letters
and numbers. The user name is not essesitive.

9YiSNI GKS ySg Of SNJQa O2yidal Od FANRG VYyIYS

7

1

9y i SNI (K S10igtphor@ hutnbit (@il extension, if applicable).

T 9y iSNI KS ySg Of SNJIQa SYIAf 60Gd6A0S FT2N O2y
1 Enter an initial password for the new clerk (twice for confirmation).

The password must benecl5 characters and must contain three different types of
characters such as uppercase letters, lowercase letters, special chafhaers,
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l@#$%"&*) or numbers. The password must be unique and cannot contain information
from the user name, contact first nanw,contact last name.

Note: Clerks must change the passwertderedby theaccount administratothe first time
they log in.

The user canowadd a role(s) to a new or existing clerk using the Assign Clerk Roles
function.

The following roles are available and are identified as follows:

T

Invoicing Allows the user to download current invacand view previous invoicks
Medicaid programs only

Claim Level DetailAllows the user to request Claim Level Detail (CLD) and download
CLD request®r Medicaid programs only

Pay Now AccessAllows the useto usethe Pay Nowunctionality andview
Automated Clearing HousA&QH paymentinformation.

ROSI PQASAllows the user to createeconciliation of State Invoicé&dSlandPrior
Quarter Adjustment StatementBQA¥files in the required CMS format and allows
access taipload ROSI and/or PQAS files in the CMS fdomitedicaid programs only

LegalCongctt Allows the user to view and sign the Wisconsin Statgmacy
Assistance Program (SPAP) Rebate Agreements.

Communicatiorns Allows the user to contaeind respond witta drug rebate analyst.

HDARnNvoicing Allows the user tolownload current invoices and view previous
invoices foHDAP

HDARCLDR Allows the user toequestHDARCLD and downloddDARCLD requests for
HDAP

HDARROSI PQASAllows the user tareateHDARROSI and PQAS files in @S
format and allows access to uplodd®ARROSI and/or PQAS files in the CMS format for
HDAP
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2. On the Clerk AccountManufacturerpanel select the labeler code to which the clerk roles
will be assigned from the dregpwn menu.

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

Clerk Details

User Name®  JOHNYDOE [ Search ]
Contact First Name®  JOHNY
Contact Last Name® DOE
Telephone Number® (555)555-5555
Email® john.doe@sample.com

Confirm Email*  john.doe@sample.com
Password® seessssces
Confirm Password® seeesessss

Current Roles
*** No rows found ***

Assign Clerk Roles

Labeler Code™ | 00000-xvZ COMPANY v

Available Role!

Invoicing 00000-XYZ COMPANY

Claim Level Detall
Pay Now Access -
ROSI PQAS
Legal Contact e
Communications
HDAP Invoicing .ﬂ
HDAP CLD >>
HDAP ROSI PQAS

Clerk Administrator

Previous Submit Cancel

Figure 52Clerk Account ManufacturerPanel
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3. Select a role from the Available Roles box. To select more than one row, hold down the Cirl
key and click all applicable roles.

T W T o e i e Y e e =
Current Roles

*** No rows found ***

Assign Clerk Roles

Labeler Code™ 00000-XYZ COMPANY

Claim Level Detail :

Clerk Administrator

Figure 53Clerk Roles SectiaNith Available Roles

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

Note: Toaddall availableolesto the clerk,click>>.

e P e S i W, Wy R PUPP U™ e~ e N Fa e
Current Roles

*** No rows found ***

Assign Clerk Roles

Labeler Code®™ | 00000-XYZ COMPANY

v

Available Roles Assigned Roles
Claim Level Detail Communications
Pay Now Access Invoicing

ROSI PQAS < | Legal Contact

HDAP Invoicing

HDAP CLD ﬂ

HDAP ROSI PQAS =

Clerk Administrator

|

Previous

Submit | Cancel |

Figure 54Clerk Roles Sectiafith Assigned Roles
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5. ClickSubmit A confirmation message will be displayed at the top of the page.

The following messages were generated:
User was successfully updated.

Figure 55User Successfully Updated Message

If an error message is receivédyill be dsplayed at the top of the page. Scroll up to view
the message,arect the error(s) and clicGubmitagain.

[o2]

. ClickReturn to Searcto add or search for another clerk.

~

To add roles to a clerk for a different labeler, d\dil Select the new labeler from the drop
down menu and assign the role(s). Repeat for any additional roles arSutdioit

o

If adding a clerk account that has already been created but needs to be added to a new
organizatim, complete the following steps. Otherwise proceed to Step 13.

9. ClickSearctio 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 56User Name Search Box
109y GSNI GKS Of SN] | O02dzy i Qa dzaASNYI YSZT FANRBRG ylI
11.ClickSearc ¢ KS Of SNJ Qa AYyF2NXNI A2y gAft 0S RA&LIXM

User Name [Close ]
Search 2
Username First Name Last Name SMITH

search * clear |
Search Results

User Name # First Name Last Name
SHAWNSS Shawn Smith

Figure 57Search Results Section
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12.Click the row of the applicable clerk account. The User Name Search box will close and the
clerk account information willbe aut@)2 LJdzf | G SR Ay UKS &/ €t SNJ 5Sial
Account panel.

=
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 58PopulatedClerk Account Panel

13.Proceed tdStep 1 ofSection 6.4Assign a Clerk Administratmce clerk detaileave been
entered or populated.

6.2 Search for a Clerk

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

1. Enter information for the clerk in any combination in é8earch Critergasection.
Alternatively, leave the fields blank to bring up a list of all clerks associated with the
manufacturerorganization.

[

Clerk Maintenance Search ©
Search Criteria
Username
First Name
Last Name
Clear
e e i U T T I e W o A e o ™

Figure 59Search Criteria Section

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

|m\ﬁwwwmmw

Search Results

Username First Name Last Name Last Login Date Email Address

| PROVIDERIM M 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 60Search Results Section

¢CKS Ot SNI Q& AYF2NNIGAZ2Y At LI2LIzZE I GS AY

e e e et
Search Results

[@ntN
R
N>

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

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 |

Next Add Clerk | Cancel |

Figure 61Search Results ai8klected Clerk Sections

4. ClickNext The Clerk AccounManufacturer panel will be displayed.
5. Proceed to the one of the following sections once a clerk has been selected:

 6.3Remove &Role fromClerk

1 6.4Assign a Clerk Administrator
T 65wSasSi | /fESNJIQa tlFaagz2NR
|

6.6 Delete a Clerk Account
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6.3 Remove a Role from a Clerk

1. Click the appropriatbeler codh y G KS &/ dzNNBy U
Manufacturer panel

w2f Saé

aSOUA2Y

Current Roles

Labeler

Roles
00590-BRISTOL MYERS SQUIBB HOLDINGS PHARMA LT HDAP CLD; HDAP Invoicing

Assign Clerk Roles

Labeler Code™

Available Roles
Claim Level Detail

Assigned Roles
HDAP CLD
HDAP Invoicing

Communications
Invoicing
Legal Contact
HDAP ROSI PQAS —
Pay Now Access

<<
ROSI PQAS

(] Clerk Administrator

delete ‘

WW%M-M/ \_ M‘\ WAVARN memxww%m

Save |
Previous Submit Cancel
Figure 62Clerk AccountManufacturerPanel

2. Ly Aski@ faSN] w2t Saé¢ aSOtazys asStsSod |
more than one row, hold down the Ctrl key and click all applicable roles.

NRftSoaov

Current Roles

Labeler

Roles
00590-BRISTOL MYERS SQUIBB HOLDINGS PHARMA LT HDAP CLD; HDAP Invoicing

Assign Clerk Roles

Labeler Code*

Available Roles

Assigned Roles
Claim Level Detail
HDAP CLD

Communications
HDAP Invoicing

HDAP ROSI PQAS
Pay Now Access =
ROSI PQAS

() Clerk Administrator

ﬁWmAmm/\M\/.w\Mwwwxww&\h

delete ‘ Save |
Previous Submit Cancel
Figure 63Clerk Roles Sectiafith Assigned Roles

6 Clerk Maintenance57



ForwardHealth Portal Manufacturer Drug Rebate User Guide March14, 205

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

Note:Toremovel f £ 2F | Of Sdlidk<xa | adaA3IJySR NRfSaxz

N S e U e N SR WY
Current Roles

Labeler Roles
00590-BRISTOL MYERS SQUIBB HOLDINGS PHARMA LT Communications; Invoicing

Assign Clerk Roles

Labeler Code*

Available Roles Assigned Roles
Claim Level Detail Communications
HDAP CLD Invoicing

HDAP Invoicing
HDAP ROSI PQAS
Legal Contact
Pay Now Access
ROSI PQAS

[V [ A [

[ Clerk Administrator

delete ‘ Save |

Previous Submit Cancel

Figure 64Clerk Roles Sectid¥ith Role Removed
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4. ClickSubmit A confirmation message Wik displayed at the top of the page.

Figure 65Confirmation Message

If an error message is received, correct the error(s) andStliokitagain.
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6.4 Assign a ClerRdministrator

The Clerk Administrator checkbox allows a user to assign administrativearigialerk A clerk
with administrative rights catreate accounts fandmanageole assignments failerks in the
same manner as the Account Administrator

1. Search for the clerthe userwishesto assign Clerk Administrator rights. Refeg#mtion 6.2
Search for a Clefer steps.

2. Click the appropriati@beler codet y G KS a/ dzZNNBy i w2t S&¢ aSO0Az2y
Manufacturer panel

e A AT NS NN N AL\ A AT S S A
Current Roles

Labeler Roles

00000-XYZ COMPANY Communications; Invoicing; Legal Contact

Assign Clerk Roles

Labeler Code™

Available Roles Assigned Roles
Claim Level Detail Invoicing

Pay Now Access Communications
ROSI PQAS < ||Legal Contact
HDAP Invoicing 1

HDAP CLD =

HDAP ROSI PQAS

Clerk Administrator

delete Save

Previous Submit Cancel

Figure 66Clerk Accoung ManufacturerPanel
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3. (Checkthe Clerk AdministratdooxA Y

GKS a! aaAridy.

March14, 205

/| £ SN] w2f Sa¢

Current Roles

Labeler
00000-XYZ COMPANY

Assign Clerk Roles

Labeler Code* [

Available Roles

[Claim Level Detail
Pay Now Access
ROSI PQAS

HDAP Invoicing
HDAP CLD

HDAP ROSI PQAS

Clerk Administrator 4—

e A TN N N N TN i N Al AN ol o AN

Roles
Clerk Admin; Communications; Invoicing; Legal Contact

Assigned Roles
Invoicing
Communications

< |Legal Contact

P

B

=

Previous

delete | Save ‘

Submit Cancel

Figure 67Clerk Roles Sectiafith Clerk Administrator Checked

4. ClickSubmit¢ KS Of SNJ

FRYAYA&adNI G2 NJ

NRftS gAff o

Current Roles

Labeler Roles
00000-XYZ COMPANY

Clerk Admin;jCommunications; Invoicing; Legal Contact

Figure 68Clerk Roles Sectiafith Clerk Administrator Role Added

A confirmation message will besplayed at the top of the page

The following messages were generated:
User was successfully updated.

Figure 69Confirmation Message

65wSasa I

/ £ SNJ Qa

taa

g 2 NR

1. On the Clerk Maintenance Search pasegrch forand select clerk QickResefPaswsord.
TheResetPassworgbage will be displayed.

User Name ABCO001
New Password™

Confirm Password™®

Reset Password @

Password must contain one uppercase letter and one number.

Cancel

Reset Password N

Figure 70Reset Password Page
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2. Enterthe newpassword (twicefor confirmation). The password must be betwewmec15
characters and must contain three different types of characters such as uppercase letters,
lowercase letters, special charactétgat is, |@#$%"&*)or numbers. The password must
be unique and cannot contain information from the user name, contact first rame,
contact last name.

3. ClickResePasword. 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 71Confirmation 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,rect the error(s) and clidReset Passworahain.

6.6 Delete a Clerk Account

1. On the Clerk Maintenance Search paseérch for and select a clerkickRenove Clerkto
initiate the recorddeletion. Adialogboxconfirming the deletion will be displayed

F 5
Message from webpage [ﬁj

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

QK l | Cancel

b

Figure 72Dialog Box

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

Figure 73Confirmation Message
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6.7 Clerk Account Log

Clerk account users will be required to compteee steps fomulti-factor authenticatio(MFA)
when logging in for the first timend every 60 days thereafter.

With MFA, users are asked to provide muhentication 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
1 Email address

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

1. Access the Portal &rwardhealth.wi.gov/

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
»-.Fea Schedules COVID-19: ForwardHealth Provider News and Resources

Wisconsin Administrative Code Partners
« ForwardHealth Enroliment Data * Find a Provider

ForwardHealth System Generated Claim 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 Enrollment Department of Health Services website for member-specific information. * Express Enroliment Change Request
« Provider Revalidation « Waiver Agencies
« Enrollment Tracking Search
« Bed Assessment e-Payment

Medication Therapy Management Case @ _@ Trading Partners
« Management Software L % Qg « Trading Partner Profile

= - 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 @ @ )
« Health Care Enroliment R B('
(A Children's Specialty Programs
Trading Partners turer Drug Partners Members +: Blrth 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
Gy - == =l

Figure 74ForwardHealth Portalomemage
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2. ClickLogin A Sign In box will be displayed.

Sign In

Username

Next

Figure 75 Signin Box
3.9YyGSNI GKS dza SNDa
4. ClickNext

dza SNY I YS o

March14, 205
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A Verify with your password box will displayed.

ForwardHulth

Verify with your password

(2) PORTALUSER1

Password

Figure 76 Verify With Your Password Box

5. 9y 4SNJ 6KS dza SNDa
6. ClickVerify.

March14, 205
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I DSG | OSNAFAOFGAZ2Y SYIFAf o02E gAft 0SS RA&LIX
setting up MFA, a change password box will be displayed, and the user will be prompted to
enter and reenter their new password.

TN
ForwardHealth

\
\

Get a verification email

(@) PORTALUSER1

Send a verification email to g***l@wisconsin.gov by
clicking on "Send me an email".

Send me an email

Back to sign in

Figure 77 Get a Verification Email Box

7. ClickSend me an email
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A box will be displayed indicating the email has been sent with a link to enter the code from
the email.

TN
ForwardHealth

)

Verify with your email

® PORTALUSER?2

We sent an email to g***l@wisconsin.gov
Click the verification link in your email to
continue or enter the code below

Enter a code from the email instead

Back to signin

Figure 78Verify With Your Email Box
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8. ¢KS SYIAf &8yl (2 (KS Smidiik(DatiorSlydnd & verificRtiomNS & &

code (Option 2).

One-time verification code
@ Okta <noreply@okta.com> Q Rl | € RoyAr | 5 Fomed

(@) 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.

AUTION: This email originated from outside the organization.,

Do not click links or ope

Hilma,

You have requested an email link to sign in to WiPortal. To finish signing in, click the
button below or enter the provided code. If you did not request this email, please

contact an administrator at VEDSWIEDT@wisconsin.gov.

m
This link expires in 5 minut

Can't use the link? Enter a code instead: 880762

To Provider, Ima Tue 9/6/2022 1:11 PM

Figure 790neTime Verification Code Email
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9. The user can choose to either:
1 Click theSign Idink (Option 1) from the email.

1 Copy the verification code in the email (Option 2), return to the Verify with your email
box, and clicEnter a verification code instedtinter the code from the email and click
Verify.

ForwardH2ulth

E‘ |

Verify with your email

@:j;:*.thii‘

>mail to g***l@wisconsin.gov
Click the verification link in your email to

er the de be

Enter Code

m

Figure 80 Verify With Your Email Box
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A Set up security methods box will be displayed.

Figure 81 Set Up Security Methods Box

10.ClickSet up

6 Clerk Maintenance70















































































































































































































































































































