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1 Introduction

1.1 Introduction

This User Guide explains how to navigate and use the public and secure areas of the Partner area
of the Portal.

The public Partner area of the ForwardHealth Portal provides users with online functionality and
the ability to access retime information.

Depending on the partner role under which the user is logged in, users will have differing
functions available to them.

1.2 Purpose

The purpose of this document is to present users with an overview of the components that make
up the Partner area of the Portal, provide instruction on how to navigate and perform basic
functions within the system.

1.3 Key Terms and Concepts
1.3.1ForwardHealth

ForwardHealth brings together many state health care programs with the goal of creating
efficiencies for providers and other stakeholders while improving health care outcomes for
enrolled members. These programs include the following:

1 BadgerCare Plus
1 Wisconsin HIV Drug Assistance ProgHDAP)

1 Wisconsin Medicaidpcluding Family Planni@nly Services
1 Wismonsin Well Woman Program (WWWP)

1 Wiscorsin Well Woman Medicaid (WWWMA)

1 SeniorCare

1 WisconsirChronic Disease Program (WCDP)

1 BadgerCare Plus aiMkdicaid managed care programs

1.3.2Key Terms

1 Membert A member represents an individual enrolled in any of the ForwardHealth health
care programs.

1 Introduction 1
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1 Member IDr All members are assigned an identification number. The number is assigned
from the Master Client Index (MCI) and does not include the Social Security number. The MCI
ID is an identification number used forsaite governmenprograms in which the member
is enrolled.

f Benefit Plam Type of plan that designates the benefits covered and is based on the i
YSY0OSNRa YSRAOINf auluddza O2RS® aSYOSNA Yle 0S
concurrently.

0 Example: SeniorCare and Qualified Medicare Beneficiary (QMB).
o Example: QMB and Elderly, Blind, and Disabled Medicaid.

1 Enrolimentt Enrollment is used any time a reference is made to a member who is eligible
for benefits under any of the ForwardHealth programs. A member may also be enrolled in a
managed care program.

1 Casa There are two types of cases: Medicaid Management Information System (MMIS)
cases anclient Assistance Hemployment and Economic Support System (CARES). A
reference to a case is always MMIS unless a CARES case is specifically stated.

1 Fiscal Agent HP Enterprise Services is the ForwardHealth fiscal agent.

1 Introduction 2
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2 Passwords and Security

2.1 General Password Guidelines

T

All Portal users can change their password at any time. After logging in, cAccouatink
on the secure Partner homepage and then clickGhange Passwotithk on the Account
homepage.

Portal account passwords expire every 60 days, and a message alert will prompt users to
change them.

Passwordsnusthave at leashine characters.

Passwordsnustcontain at least onappercasdetter, onelowercasdetter, and one
number.

t A3ag2NRaA aKz2dZ R y24d O2ydGFAy + NBIFf yIYS

When resetting a password, none of the previddipasswords can be reused.

2 Passwords and Security
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2.2 ForwardHealth interChange Password Problems

Users can clidkorgot your passwordf the Verify with your passwordox to utilize the account
maintenance area of the Portal to resolve password issuesSEseen 5.3 Resetting

Password3 If unable to resolve a password problem using the reset password function, users
may call the Portal Helpdesk at (866)-A3®3.

ForwardHealth

*okkk

Verify with your password

(@) PORTALUSER1

Password

Figure 1 ForwardHealth Portal Login

2 Passwords and Securiy
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1. Access the Portal attps://www.forwardhealth.wi.gov/The public Portal homepage will be

displayed.

<Y
)} wiconsingovhome

sote agencies subject directory deportment of health servic 01

ForwardHealth T
Wisconsin sorving you
Welcome » February 8, 2022 12:51 PM
Login
Providers Members
Welcome to the ForwardHealth Portal ¢ Find a Provider
COVID-19: ForwardHealth Provider News and Resources
Partners
« Find a Provider
Attention: The information included on the ForwardHealth Portal is not intended for * Related Programs and Services
members enrolled or looking to enroll in Wisconsin Medicaid programs. Refer to the * Express Enroliment for Children
DRepartment of Health Services website for member-specific information. o B ess Enroliment Change Request
¢ Waiver Agencies
on Therapy Management Case R Trading Partners
ment Software 1 ;g‘! @g + Trading Partner Profile
& t\ 1)
Providers Acute and Primary dult Long:-Term  Children's Specialty
Acute and Primary Managed Care Managed Care ¢ Programs Programs nagement Case
* Related Programs and Services Approval Process
For h Enroliment Data 5 o
0 alth Enroliment Data @‘ & % ﬁ:\’
H are Enrollm ‘ 'géji
" Children's Specialty Programs
i e Birth to 3 Program
Trading Partners  Manufacturer Drug Partners Members - rogea
Manufacturer Drug Rebate Rebate
C edicaid Drug Rebate Program
ans
| o U= P s I e

Figure 2 ForwardHealthPublic Portal Honpage

The Portal is divided infaghtmain areas as indicated by taghticons in the middle of the

page. Users can click the Partners icon or the link below to go to public Partner area of the
Portal. Once a username has been assigned to a user, the Login link on the homepage can be
used to go directly to the secure Partimepage.

3 Getting Started5
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IBCONIIN BOTVING YOU

The Partner site is specifically designed to provide up-to-date ForwardHealth information and
functionality specific to the following partners:

Income Maintenance Workers/Coordinators

Katie Beckett Program staff

FosterCare and Subsidized Adoption workers

Managed Care Organization Enroliment Brokers

Child Support staff

Wisconsin Well Woman Program Local Coordinating Agencies (LCAs)

Social Security Administration (SSA)

Aging and Disability Resource Centers (ADRCs)

Subrogation workers

Women, Infants, and Children (WIC) workers

Wisconsin Department of Justice

MetaStar

Wisconsin Division of Juvenile Corrections

Waiver Agencies

Partners should log in to the secure Partner Portal using the login area to the right on this
page. The secure Partner Portal is designed to provide functions to each partner specific to
the partner’s relationship to the Department of Health Services and the various
ForwardHealth programs as appropriate.

Accessing the Secure Partner Site

Many partner users were emailed their login information during October 2008. If you
received your login information, you do not need to request access and can immediately
enter your login information in the "Login to Secure Site” area to the right.

If you did pot receive your login information in October 2008, you will need to request
access by clicking the link below and completing the necessary request information.

Request Secure Partner Site (

Find a Provider
Search for providers by different criteria such as county, city, state and zip code.
Related Programs and Services

Use related programs & services to access information for all ForwardHealth programs as
well as other programs and services. Go >

Waiver Agencies

Use the link below to access the waiver agency resource page. Go >

Member Resources

Use Member Resources to access information and resources specific to members of
ForwardHealth programs.

« Member Information

« Member Contacts

« Medicaid Brochures/Fact Sheets/Updates
o Pprivacy Notices

Trainings

Use Trainings to view up-to-date training offerings for your specialty or interest and then
register for courses via the web. Go >

Abous | Sootacs | Ruclemer | Privacy Notice

February 7, 205

2. ClickPartners The public Partner homepage will displayed.

Welcome » May 2, 2019 11:01 AM
Leogin

Quick Links

* Online Handbooks
ForwardHealth Updates
Max Fee Schedules

Partner Request Access

Partner Portal User Guide

Wisconsin Well Woman Program Policy and
Procedure Manual

® Express Enroliment for Children

* Express Enroliment Change Request

Policy and Communication

¢ Communications Home
ForwardHealth Updates
ForwardHealth Update Summaries
Online Handbooks

User Guides

Trainings

Wisconsin Department of Health Services

Figure 3 Public Partner Honpage

This screen provides links to public information that can be accessed by all users, such as
requesting access to the secure site, finding a provider, and accessing contact information for
members interested in applying for ForwardHealth program benefits.

3 Getting Started6
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3.1 Requesting Secure Partner Site Access

1. hy (KS LJzfAO t I NIYSNI K2YSLI 3S> aONRtt R2g4y
section.

2. ClickRequest Secure Partner Siftée Portal Access Choose Request Type page will be
displayed.

Note: The Request Portal Access link in the Quick Links menu can also be used to request
access to the secure site.

Portal Access Choose Request Type 7]

Required fields are indicated with an asterisk (*).

Select what you wish to do

Request Type™
" New user requesting Partner Portal Access
" New User requesting Partner Portal and Partner Portal Administrative Access

Mt Exit Clear

Figure 4 PortalAccess Choose Request Type Page.
From this page, users may choose one of two options.
1 New user requesting Partner Portal access.

1 New user requesting Partner Portal and Partner Portal Administrative Access.

3.1.1New User Requesting Partner Portal Access

Note:If you also wish to request administrative access, @getion 3.1.2 New User Requesting
Partner Portal and Partner Portal Administrative Access

1. Check the New user requesting Partner Portal Access radio button.

3 Getting Started7
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2. ClickNext The Portal Access Request Information panel will be displayed.

Portal Access Request Information e

Required fields are indicated with an asterisk {*).

* Requested User ID must be Alphanumeric.

* Requested User ID can not begin with a number.

s Requested User ID must be at least 6 characters in length.
+ Requested User ID can not be greater than 20 characters.

User Information

First Name™®

Last Name™

E-Mail Address™

Confirm E-Mail™

Requested User ID*

Work Phone Number™ Ext.

Role® -

Date Requested

Security Agreement

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").

ni

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 infoermation through electronic communications and through the Internet -

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

Previous | Me2ct Exit Clear

Figure 5 Portal Access Request Information Panel

3. Enter the required information. Note that all fields are required. The Date Requested field
defaults to the current date.

4. Read the Security Agreement and check the security agreement checkbox.

3 Getting Started8
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5. ClickNext The Portal Access Additional Information panel will be displayed.

Portal Access Additional Information 72,

Required fields are indicated with an asterisk (*).
Certifying Agency/Site Code™ -

Financial Payer Information

I¥  BadgercCare Plus/Meadicaid
" wcCDP
M owwwp

Previous | Mexct Excit Clear

Figure 6 Portal Access Additional Information Panel

The financial payers associated with the requested role will be checked.
6. Select youcertifying agency code using the drdpwn menu at the top of the panel.
7. ClickNext

1 If the organization does not have associated Data Support System (DSS) universe access,
the Portal Access Secret Questipage will be displayedrdteed tostep 13

1 If the organization has associated DSS universe access, the Portal Access DSS Universe
Request page will be displayed.

Portal Access DSS Universe Request ©
Required fields are indic?ted with an asterisk (*).

Universe Reguested Status

Select row above to update -or- click Add button below.

Universe™ -
Please select one or more of the Universe Control Items below*

Save | Cancel |

Previous | Next Excit | Clear |

Figure 7 Portal Access DSS Universe Request page

8. Select a universe using the drdpwn menu in thdJniversefield.

3 Getting Started9
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9. Click anywhere on the pan&he page will refresh and one or more checkboxes will be
displayed that allow you to select the universe control items you wish to request.

Portal Access Request Information 2

Required fields are indicated with an asterisk (*).

Universe Requested Status

Select row above to update -or- click Add button below.

Universe® Encounter Datamart -

Please select one or more of the Universe Control Items below*

" WPS Insurance Corporation: 23119999 ™ North Central HLTH Care - Marathon Co.: 23113
" Adams Co. HLTH and Human SVCS Dept: ™ Marinette Co. HLTH and Human SVCS Dept:
O G . £ i 0 I Menominee Lo. HLIH ana Human VLS Uept: ]
[T T Manitowoc Co. Human SVCS Dept: 33110361 1 Wood Co. Dept of Social SVCST 23110711 7 T
™ Marathon Co. Dept of Social SVCS: 23110371 " Wood Co. Unified SVCS: 23110712
ssve | cancel |
Previous Next Exit | Clear ‘

Figure 8 Universe Control ltem Selections
10.Check the checkbox for each item you wish to select.

11.ClickSaveThe page will refresh and the requested universe will appear at the top of the
panel.

Portal Access DSS Universe Request 2

Required fields are indicated with an asterisk (*).

Universe Requested Status
Encounter Datamart Requested

Select row above to update -or- click Add button below.

Universe™ -

Please select one or more of the Universe Control Items below*

Save Cancel

Previous Nesct Exit Clear

Figure 9 Requested Universe Added

Repeat steps-&81 for each universe you wish to request.

3 Getting Started 10
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12. After adding all the desired universes, dNeixt The Portal Access Secret Questions page
will be displayed.

Portal Access Secret Questions ©

Required fields are indicated with an asterisk (*).

Secret Questions

Password™

Confirm Password™

Previous Submit Exit Clear

Figure 10 Portal Access Secret Questions Page

13.Create a password that you will use to log on to the Portal according to the guidelines in
Section 2.X5eneral Password Guidelin®etype the password to confirm it is correct.

14.ClickSubmit

If the submission is successful, the following message will be displayed.

The following messages were generated:
Save was successful. Once your request is processed, you will receive an email. If the request is approved, log in
with your username and password.

Portal Access Secret Questions @

Required fields are indicated with an asterisk (*).

Secret Questions

Ry P -y ey il it ]

Figure 11 Submissiorf€onfirmation

If there was a problem with the submission, an error message will be displayed indicating
what corrections need to be made.

3 Getting Started11
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3.1.2New User Requesting Partner Portal and Partner Portal
Administrative Access

1. hy GKS Llzof A0 tI-NJ’JySNJ K2YSLJ 3Ss aONet ¢ ﬁezéy
section.

2. ClickRequest Secure Partner Sitke Portal Access Choose Request Type page will be
displayed.

Portal Access Choose Request Type 2)

Required fields are indicated with an asterisk (*).

Select what you wish to do

Request Type™
" New user requesting Partner Portal Access
" New User requesting Partner Portal and Partner Portal Administrative Access

Next Exit Clear

Figure 12 PortalAccess Choose Request Type Page

3. Check the New user requesting Partner Portal and Partner Portal Administrative Access
checkbox.

4. ClickNext

3 Getting Started 12
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The Portal Access Request Information page will be displayed.

Portal Access Request Information . 7)

Required fields are indicated with an asterisk (*).

+ Requested User ID must be Alphanumeric.

¢ Requested User ID can not begin with a number.

& Requested User ID must be at least 6 characters in length.
« Requested User ID can not be greater than 20 characters.

User Information

First Name™

Last Name™

E-Mail Address™

Confirm E-Mail®

Requested User ID*

Work Phone Number™ Ext.

Role™ -

Date Requested

Security Agreement

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 (hersinafter "User").

i

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 -

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

Previous | Next Exit Clear

Figure 13 PortalAccess Request Information Page

5. Enter the required information. Note that all fields are required. The Date Requested field
defaults to the current date.

3 Getting Started 13
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6. Read the Security Agreement and check the security agreement checkbox.

7. ClickNext The Portal Access Additional Information panel will be displayed.

Portal Access Additional Information @

Required fields are indicated with an asterisk (*).
Certifying Agency/Site Code™ -

Financial Payer Information

I¥  BadgerCare Plus/Medicaid
™ wcop
M owwwp

Previous | Mezct Excit Clear

Figure 14 Portal Access Additional Information Panel

The financial payers associated with tequested role will be checked.
8. Select your certifying agency code using the d@fopn menu at the top of the panel.
9. ClickNext The Portal Access Admin Information page will be displayed.

Portal Access Admin Information 2

Required fields are indicated with an asterisk (*).

Role Organization

Select row above to update -or- click Add button below.

Role -

QOrganization -

Add Cancel

Previous Mext Exit Clear

Figure 15 Portd Access Admin Information Page

10. Select a role using the dralpwn menu in the Role fiel@he page will refresh and the
Organization drojgown field will populate with the organizations related to the selected
role.

11. Select an organization using the didg@vn menu in the Organization field.

3 Getting Started 14
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12.ClickAdd The selected role and organization will be added to the top of the panel.

Portal Access Admin Information @

Required fields are indicated with an asterisk (*).

Eole COrganization
County IM Worker - Coordinator 001-00-Adams County DSS

Select row above to update -or- click Add button below.

Role -

Organization -

Add | Cancel |

Pravious | Nesct | Exit | Clear |

Figure 16 Portal Access Admin Information Pagédded Role and Organization
Repeat steps X2 above to add additional roles if desired.

If you wish to change any information for a rolekdl® role you wish to revise.

Portal Access Admin Information @

Required fields are indicated with an asterisk (*).

Raole Organization
County IM Worker - Coordinator 001-00-Adams County DSS

Select row above to update -or- click Add button below.

Role County IM Worker - Coordinator -
Organization 001-00-Adams County DSS -

Dalata Save Add Cancel

Pravious | Neaxct | Exit Clear

Figure 17 PortalAccess Admin Information PageSelecting a Role to Change or Delete

The panel will populate with the selected role. Use the -dimpn menus to make any
revisions and clicBaveto save the changes.

You can delete a role by selecting the role and clif@hete
13. ClickNextto continue applying for access.

1 If the organization does not have associated DSS universe access, the Portal Access Secret
Questions page will be displayed. Proceest¢p 19

3 Getting Started 15
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1 If the organization has associated DSS universe access, the Portal Access DSS Universe
Request page will be displayed.

Portal Access DSS Universe Request 7

Required fields are indicfted with an asterisk (*).
Universe Requested Status

Select row above to update -or- click Add button below.

Universe™ hd
Please select one or more of the Universe Control Items below*

Save | Cancel |

Pravious | Next Exit | Clear |

Figure 18 PortalAccess DSS Universe Request Page
14.Select a universe using the drdpwn menu in the Universe field.

15. Click anywhere on the pané&he page will refresh and one or more checkboxes will allow
you to select the universe control items you wish to request.

Portal Access Request Information 2

Required fields are indicated with an asterisk (*).

Universe Reguested Status

Select row above to update -or- click Add button below.

Universe® Encounter Datamart -

Please select one or more of the Universe Control Items below*

I WPS Insurance Corporation: 23119999 I North Central HLTH Care - Marathon Co.: 23113
I Adams Co. HLTH and Human SVCS Dept: [ Marinette Co. HLTH and Human SVCS Dept:
an s BTEIG.Co1 D28 PLAUDRN. SUCS: ZAMMOLL e o 8, BTN SUS U s i s
[T T Manitowoc Co. Human SVES Dept: 23110361 T "Wood Co. Dept of Sodial SVCS: 23110711~ T
I Marathon Co. Dept of Social SVCS: 23110371 ™ Wood Co. Unified SVCS: 23110712
save | caneal |
Previous | Next | Exit | Clear |

Figure 19 Portal Access Request Information Pagéniverse Control Item Selections

16.Check the checkbox for each item you wish to select.

3 Getting Started 16
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17.ClickSaveThe page will refresh and the requested universe will appear at the top of the
panel.

Portal Access DSS Universe Request 2

Required fields are indicated with an asterisk (*).

Universe Reguested Status
Encounter Datamart Requested

Select row above to update -or- click Add button below.

Universe™ -

Please select one or more of the Universe Control Items below*

Save Cancel

Previous | Nesct | Exit Clear

Figure 20 Portal Access DSS Universe Requéstiverse Added
Repeat steps 147 for each universe you will to request.

18. After adding all the universes you wish to request, Bleokt The Portal Access Secret
Questions page will be displayed.

Portal Access Secret Questions 2]
Required fields are indicated with an asterisk (*).
Secret Questions
Password™
Confirm Password™
Previous Submit Exit Clear

Figure 21 Portal Access Secret Questions Page

19.Create a password that you will use to log on to the Portal according to the guidelines in
Section 2.1 General Password GuideliRetype the password to confirm it is correct.

20. ClickSubmit If the submission is successful, the following message will be displayed.

The following messages were generated:
Save was successful. Once your request is processed, you will receive an email. If the request is approved, log in
with your username and password.

Portal Access Secret Questions 2]

Required fields are indicated with an asterisk (*).

Secret Questions

IR, P R ST P —y

Figure 22 Submission Confirmation

If there was a problem with the submission, an error message will be displayed indicating
what corrections need to be made.

3 Getting Started17
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4 Logging irfor First Time

Users will be required to complete the steps for rfaltitor authentication (MFA) when logging
in for the first time and every 60 days thereafter.

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

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

4 Logging in for First Timd8
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Access the Portal homepagerdtps://www.forwardhealth.wi.gov/The Portal homepage

will be displayed.

wisconsin.gov home

state agencies

depariment of health services

ForwardHealth ) o |
Wisconsin serving you
Welcome » November 8, 2023 2:14 PM
Login
Providers Members
« Provider-specific Resources Welcome to the ForwardHealth Portal « Find a ider
s Become a Provider
* Fee Schedules COVID-19: ForwardHealth Provider News and Resources
« Wisconsin Administrative Code COVID-19 Unwinding Resources Partners
« ForwardHealth Enroliment Data » Find a Provider
W - . P . I Py i
ForwardHealth System Generated Attention: The information included on the ForwardHealth Portal is not * Related Programs and Serfnces
* Claim Adjustments intended for members enrolled or looking to enroll in Wisconsin Medicaid * Express Enroliment for Children
* Health Care Enroliment programs. Refer to the Department of Health Services website for member- Express Enroliment Change
« Provider Revalidation specific information. * Request
= Enrollment Tracking Search s Waiver Agencies
« Bed Assessment e-Payment ForwardHealth Portal supports the following browsers: Edge, Chrome, Adult Incident Reporting System
Medication Therapy Management Firefox, and Safari. » (AIRS) for MCO Reporting
+ Case Management Software
Trading Partners
Acute and Primary Managed Care | s + Trading Partner Profile
» Related Programs and Services 1 @ () % » PES
) & TN , )
« ForwardHealth Enroliment Data y / \ J - > \g J + Companion Guides
s Health Care Enrollment Providers Acute and Adult Long-Term Children's Medication Therapy Management
Primary M d Care Programs Specialty Case Management Software
Care Programs « Approval Process
Manufacturer Drug Rebate
CMS Medicaid Drug Rebate S ( | P o 22
= Program 1 . & = Children's Specialty Programs
1) .
« Pharmacy Information J/ g & \ Y, / « Birth to 3 Program
* Related Programs and Services Trading Partners Manufacturer Partners Members Children's Long-Term Support
Drug Rebate * Program
» Katig Beckett Medigaid
WMIWWMJM Y

Figure 23 ForwardHealth Portal Homepage
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2. ClickLogin A Sign In box will be displayed.

Sign In

Username

Next

Figure 24 Signin Box
3.9YyGSNI GKS dza SNDa
4. ClickNext

dzZa SNY I YS &
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A Verify with your password box will displayed.

ForwardHulth

(2) PORTALUSER1

Password

Verify with your password

Figure 25 Verify With Your Password Box

5. 9y 4SNJ 6KS dza SNDa

6. ClickVerify.

February 7, 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 26 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 27 Verify With Your Email Box
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8. TheemaitsSy i (2 GKS dza SN aSighWink(©ptidn R)RdEA dedficakioi Of dzR S
code (Option 2).

One-time verification code
Okta <noreply@okta.com> € Reply | <% ReplyAll | —> Forward ees
To Provider, Ima Tue 9/6/2022 1:11 PM

(@) 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

Figure 28 OneTime 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 instedtiter the code from the email and click
Verify.

ForwardH2ulth

'1 |

Verify with your email

® PORTALUSERI

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

e enter the code below

Enter Code

m

Figure 29 Verify With Your Email Box
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A Set up security methods box will be displayed.

Set up required

\. Phone

ForwardH

TN

Set up security methods

(® PORTALUSERI

Security methods help protect your Okta
account by ensuring only you have access

Verify with a code sent to your phone

Set up

Back to sign in

Figure 30 Set Up Security Methods Box

10.ClickSet up

February 7, 205
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A Set up phone authentication box will be displayed.

For@l;h

Set up phone authentication

Country

d Statec v

Phone number

Receive a code via SMS

~~~~~

Figure 31 Set Up Phone Authentication Box

11. SelectSMStext) orVoice calfor the phone authentication method.

12.Enter the phone number.

February 7, 205

13.ClickReceive a code via SMiReceive a code via voice cipending on which option is

selected.
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A Set up phone authentication box will be displayed.

Fomlth

Set up phone authentication

@ PORTALUSERI1

Figure 32 Set Up Phone Authentication Box

February 7, 205

14.Enter the code that was sent via text or voice call irEtiter Coddvox.

15. ClickVerify.
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If you have not already acceptdtketLicense for Use of Physicg@urrent Procedural
Terminology, Fourth Edition (CPT) and Point and Click License for Use of Current Dental
Terminology (CDT) agreements, the license agreements page will be displayed.

Note:If you have previously accepted the license agreements, this page will not be displayed.
Proceed tostep17.

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

ForwardHealth —

isconsin 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.

et R e T T e
1t e T i i e i S R PRV BV e W

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

1 Accept /

I Do Not Accept
Submit Agreement |

NOT ACCEPT” and exit from this computer screen.

About | Contact | Disclaimer | Privacy Notice

Wisconsin Department of Health Services

Figure 33 End User Point and Click License Agreements
16./ t AO]1 GKS NI RA2 0 dziSubmjifAgredmednt (2 aL ! OOSLII ¢ /

Note:L ¥ @i 5120 ®S LI ¢  wilkbe &tBrhe8 © th&ERvEal hdraegage and will
not be able to access the seciia@atner Portal
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17.The secure Partner homepage will be displayed.

deporment of heath tecvic o1

Welcome UAT WIC Worker » May 2, 2019 11:19 AM

Rl s

A BOTVING YOU

Home Search m Enroliment  Max Fee Home  Account  Contact Information  Online Handbooks = Site Map  iC Functionality
User Guides = Certification

You are logged in as a WIC Worker _ LOggE‘d in pa rtner fO|8 Search
a Partners

® Max Fee Schedules
*** No rows found ***
* Partner Application Forms

® Partner Links

® Partner Request Access
The information contained in this message is confidential and is intended solely for the use of the H
3 x z ® Partner Portal User Guide
person or entity named above. This message may contain individually identifiable information that
must remain confidential and is protected by state and federal law. If the reader of this message is Wisconsin Well Woman Program
not the intended recipient, the reader is hereby notified that any dissemination, distribution or * Policy and Procedure Manual
reproduction of this message is strictly prohibited. If you have received this message in error, please

immediately notify the sender by telephone and destroy the original message. We regret any * Express Enroliment for Children
inconvenience and appreciate your cooperation Express Enroliment Change
.
Request

¢ iC Functionality Training Video

Figure 34 ForwardHealth Secure Partner Hqrage

Note: Your secure homepage may display differently, depending on the partner role used to
log in.

4.1 ForwardHealth Partner Homegage
4.1.1Main Menu Button

A interChange Welcome cimuser testaccount » QOctober 17, 2011 2:05 PM
ForwardHealth = Logout

WWiscansin sening veu

Home | Search Enrcllment | Max Fee Home | Account | Contact Information | Site Map | Certification | iC Functionality

Figure 35 Main Menu Buttons

Based on the partner role with which you are logged in, the secure Partner Portal main menu
may consist of some or all of the following menu buttons displayed at the top of the page:

1 Homet Displays the Portal homepage.
1 Searchlt Allows users to search for information within the Portal.

1 Partnerst Links to your secure Portal homepage.
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f Enrollment ! f f 2¢6a dzaSNR (G2 aSINOK F2NJ I YSYoSNDa
refer to the Enrollment Verification User Guide for additional information.

1 Max Fee Home Links to the maximum allowable fee schedules.
1 Claimst Contains links to the WWWP Reporting Form Search and other user guides.

1 Accountt Allows users to update the information associated with their username and
password. Users can set up, update, and maintain account login credentials and read and
manage account messages, such as email.

1 Contact Information Contains Portal Help Desk contact information and allows users to
submit questions about the Portal.

i Site Mapt Contains shortcut links to the main topics in the Partner area of the Portal.

1 iC Functionality Allows users to access detailed information from interChange. Users
should refer to their interChange Functionality User Guide for additional information.

A red highlighted button indicates the current area of the Portal being displayed.

4.1.2 Navigation Map

Many Portal pages include a navigation map consisting of a series of links to previously viewed
pages. The navigation map is displayed next to the Portal icon.

Home Search m Enrollment Max Fee Home | Accoy

@ Partners » Partner Application Forms

Figure 36 PortalNavigation Map

In the panel above, the links track the path taken to reach the current page. Click any of the
displayed links to return to the specific page. For more information on Portal Navigation, see
Section % Portal Navigation

Important:¢ KS 06 NB ¢ & S NEaanotbelusy to Badiiate Bagk within the Portal. The
main menu buttons at the top of the page, the quick links on the secure homepage, and the links
in the navigation map can be used to return to previously viewed pages.

4.1.3Quick Links
The Quick Links menu contains links to the following general information:

1 Online Handbooks Directs the user to the Online Handbook, which allows providers access
to all policy and billing information for Wisconsin Medicaid, BadgerCare Plus, SeniorCare,
WWWP, and WCDP in a centralized location.
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1 ForwardHealth Updatas Directs the user to the ForwardHealth Publications page. The first
source of provider informatiot)pdatesannounce the latest information on policy and
coverage changes, PA submission requirements, claim submission requirements, and
training.

1 Electronic Data Interchange Directs the user to thEorwardHealttCompanion Guides,
which provide useful technical information about standards for nationally recognized
electronic transactions.

1 Max Fee SchedulesOpens a window that details maximum allowable fee schedule
information and provides Quick Lirgextaining to fee schedules.

1 Partner Application Fornts Links to forms that can be completed online or printed and
completed manually.

1 Partner Links Links to county sites and other programs and information.

1 Partner Request AccassAllows partner users to request portal access. Ref€etdion 3.1
Requesting Secure Partner Site Acdesadditional information.

1 Wisconsin Well Woman Program Policy and Procedure ManDakns a Web page with
links to documents that explain the WWWP policy and procedures.

The Quick Links menu may also contain links to other areas of the Portal that are available to the
specific partner role under which the user is logged in. User guides and instruction sheets are
available for many of these areas.

4.2 Requesting Secure Portal Administrative Access

Current users logged into the secure area of the partner Portal may request administrative
access from the secure partner homepage.

1. On the secure partner homepage, cRartner Request Accessthe Quick Links menu.

% Partners
ik Lnks

* Max Fee Schedules
*** No rows found ***

® Partner Application Forms
* Partner Links

® Partner Request Access

® Partner Portal User Guide

The information contained in this r ge is confi ial and is intended solely for the use of the

person or entity named above. This message may contain individually identifiable information that

must remain confidential and is protected by state and federal law. If the reader of this message is
not the intended recipient, the reader is hereby notified that any dissemination, distribution or
reproduction of this message is strictly prohibited. If you have received this message in error, please
immediately notify the sender by telephone and destroy the original message. We regret any
inconvenience and appreciate your cooperation

. Wisconsin Well Woman Program
Policy and Procedure Manual

* Express Enroliment for Children
e Express Enrollment Change
Request

® iC Functionality Training Video

Figure 37 PartnerRequest Access Link
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The Portal Access Choose Request Type page is displayed.

February 7, 205

Portal Access Choose Request Type e

Required fields are indicated with an asterisk (*).

Select what you wish to do

Request Type™

" New user requesting Partner Portal Access

" New User requesting Partner Portal and Partner Portal Administrative Access
" Existing Partner Portal user requesting Partner Portal Administrative Access

Exit Clear

Figure 38 Portal Access Choose Request Type Page

2. Check the checkbox labelEdisting Partner Portaker requesting Partner Portal

Administrative Access.

3. ClickNext The Portal Access Admin Information page will be displayed.

Portal Access Admin Information ©

Required fields are indicated with an asterisk (*).
Role Organization

Select row above to update -or- click Add button below.

Role NN -

Organization -

Pravious Naxt

Add | Cancel |

Figure 39 Portal Access Admin Information Page

4. Use the drogdown menu in thdRolefield to select a role.
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5. Use the dropdown menu in th@rganizatioriield to select an organization.

6. ClickAdd The selected role and organization will be added to the top of the panel.

Portal Access Admin Information @

Required fields are indicated with an asterisk {*).

Eole Crganization
County IM Worker - Coordinator 001-00-Adams County D55

Select row above to update -or- click Add button below.

Role hd

Organization -

Add | Cancel |

Previous | Next | Exit | Clear |

Figure 40 Portal Access Admin Information Pagédded Role and Organization
Repeat steps-6 above to add additional roles if desired.

If you wish to change any information for a role, click the role you wish to revise.

Portal Access Admin Information 12}

Required fields are indicated with an asterisk (*).

Role Organization
County IM Worker - Coordinator 001-00-Adams County DSS

Select row above to update -or- click Add button below.

Role County IM Worker - Coordinator -
Organization 001-00-Adams County DSS -

Delete Save Add Cancel

Pravious | Neaxct | Exit Clear

Figure 41 Portal Access Admin Information Pag&electing a Role to Change or Delete

The panel will populate with the selected role. Use the -@dimpn menus to make any
revisions and clicRave

You can delete a role by selecting the role and cliédabete
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7. ClickNextto continue applying for acceSghe Portal Access Secret Questions page will be
displayed.

Portal Access Secret Questions

Please click the Submit button to complete your request.

Previous Submit Exit Clear
Figure 42 Portal Access Secret Questions Page

8. ClickSubmit

If the submission is successful, the following message will be displayed.

The following messages were generated:

Save was successful. It will take approximately 5 business days to process your request. Once your request is processed, you
will receive an email. If the request is approved, log in with your username and password.

Portal Access Secret Questions 2]

Required fields are indicated with an asterisk (*).

Secret Questions
B N ‘”M_A__"..-n-.yw-m‘ sy aniilinn Atk -*-«—#Aﬂ'*.““rh_.‘-—-h*ﬂw‘“r

Figure 43 Submission Confirmation

If there was a problem with the submission, an error message will be displayed indicating
what corrections need to be made.

4.3 Requesting DSS Universe Access

If your organization has associated DSS universe access there will be a link for Partner DSS
Universe Management in the Quick Links menu.
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1. ClickPartner DSS Universtanagement

& |Partners
Qelek tinks

® Max Fee Schedules
*** No rows found ***

Partner Application Forms
Partner Links

Replacement ID Card Request
Casualty Reports
Casualty Contractor Reports

The information contained in this message is confidential and is intended solely for the use of the
person or entity named above. This message may contain individually identifiable information that
must remain confidential and is protected by state and federal law. If the reader of this message is not
the intended recipient, the reader is hereby notified that any dissemination, distribution or reproduction
of this message is strictly prohibited. If you have received this message in error, please immediately
notify the sender by telephone and destroy the original message. We regret any inconvenience and
appreciate your cooperation

Buy-in Reports

Grant Access Requests

Communications

Agreement Approval

N e L PR S I S Do A oo D W
- TSN S M NN T NN e N e N NN NN N p g N g i e T TR KEG T RS SRR RO T
g Partner DSS Request Search
[Admin]

Partner DSS Universe Managementl

Wisconsin Well Woman Program
Policy and Procedure Manual

Healthy Birth Outcome

Express Enroliment for Children
Express Enroliment Change
Request

LTC Enroliment Wizard
ADRC Reports
Switch Waiver Agency

iC Functionality Training Video
ADRC iC Functionality Training
Video

File Upload To Portal

File Uploaded To Portal Search
——————eemmm— ¥ Y 202>—7————7—7"7"7"7"""-"7-«="T—1

Figure 44 Partner DSS Universe Management Link
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The Portal Access Request Information page will be displayed.

" Portal Access DSS Universe Request 2

Required fields are indicated with an asterisk (*).

Universe Regquested Status
National Code Set Approved

Select row above to update -or- click Add button below.

Universe® Encounter Datamart -

Please select one or more of the Universe Control Items below*

. r - o
[~ WPS Insurance Corporation: 23119999 North Central HLTH Care - Marathon Co.:

23113371
[ Adams Co. HLTH and Human SVCS Dept: I Marinette Co. HLTH and Human SVCS Dept:
23110011 23110381

[ Ashland Co. HLTH and Human SVCS: 23110021 [ Marquette Co. Dept of Human SVCS: 23110391

[” Manitowoc Co. Human SVCS Dept: 23110361 [ wWood Co. Dept of Social SVCS: 23110711
I Marathon Co. Dept of Social SVCS: 23110371 I Wood Co. Unified SVCS: 23110712

Add Cancal

Figure 45 PortalAccess DSS Universe Request Page

Loggedn users can use this page to request access to DSS universes. The top of the panel

lists any universes already requested or approved, along with the status of the request. The
drop-down menu in the Universe field will display the universes appli€ab (i 2 G KS dzd S NI
and organization.

2. Select a universe using the drdpwn menu in thdJniversefield.

3. Click anywhere on the pang&he page will refresh and one or more checkboxes will allow
you to select the universe control items you wish to request.

Portal Access DSS Universe Request 2

Required fields are indicated with an asterisk (*).

Universe Requestad Status
National Code Set Approved

Select row above to update -or- click Add button below.

Universe™ -

Please select one or more of the Universe Control Items below*

Save Cancel

Previous | Nesct | Exit Clear

Figure 46 Portal Access DSS Universe RequestiPddig@verse Control Iltems
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4. Place a check in tteheckboxes for the items you wish to access.

5. ClickAdd The page will refresh and the selected universe will be added to the list.

" Portal Access DSS Universe Request 2

Required fields are indicated with an asterisk (*).

Universe Reguested Status
Encounter Datamart Regquested
National Code Set Approved

Select row above to update -or- click Add button below.

Universe™ Encounter Datamart A

Please select one or more of the Universe Control Items below*

. r - .
I~ WPS Insurance Corporation: 23119999 Morth Central HLTH Care - Marathon Co.:

23113371
™ Adams Co. HLTH and Human SVCS Dept: I Marinette Co. HLTH and Human SVCS Dept:
23110011 23110381

I Ashland Co. HLTH and Human SVCS: 23110021 [ Marquette Co. Dept of Human SVCS: 23110391

[ Manitowoc Co. Human SVCS Dept: 23110361 [ Wood Co. Dept of Social SVCS: 23110711
[ Marathon Co. Dept of Social SVCS: 23110371 [ Wood Co. Unified SVCS: 23110712

Add Cancel

Figure 47 Portal Access DSS Universe RequestiPadverse Added to List
Repeat steps-B for each universe you wish to request.
You will be notified by email when a decision is issued on your request.

6. ClickExitto return to the secure Partner homepage.

4.4 Partner Request Search [Admin]

Users with Portal administrative access may administer Partner requests using the Partner
Request Search function on the secure partner site homepage.

To search for a partner request:
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1. On the secure Partner homepage, cRaittner Request Search [Adminihe Quick Links
menu.

ﬁ Partners

* Max Fee Schedules
*** No rows found ***

* Partner Application Forms
* Partner Links

Replacement ID Card Request

The information contained in this message is confidential and is intended solely for the use of the Casualty Reports

person or entity named above. This message may contain individually identifiable information that
must remain confidential and is protected by state and federal law. If the reader of this message is not
the intended recipient, the reader is hereby notified that any dissemination, distribution or reproduction

Casualty Contractor Reports

.

Buy-in Reports

of this message is strictly prohibited. If you have received this message in error, please immediately ¢ Grant Access Requests
notify the sender by telephone and destroy the original message. We regret any inconvenience and ¢ Communications
appreciate your cooperation * Agreement Approval
R P Py Ny T PN Pt s APt o | o
vt o s e e e e T S Bartner Request Adcese ™"

® Partner Portal User Guide
I' Partner Request Search [Admin] I

” Partner DSS Request Search
[Admin]
Partner DSS Universe Management

Wisconsin Well Woman Program
Policy and Procedure Manual

Healthy Birth Outcome

Express Enrollment for Children
Express Enroliment Change
Request

LTC Enrollment Wizard
ADRC Reports
Switch Waiver Agency

iC Functionality Training Video
ADRC iC Functionality Training
Video

File Upload To Portal

Figure 48 Patner Request Search [Admin] Link

The Portal Access User Request Search page will be displayed.

—

Portal Access User Request Search @
Required fields are indicated with an asterisk (*).

Role - From Date of Request
Last Name To Date of Request
First Name Status -

Search Clear

Figure 49 PortalAccess User Request Search Page

Portal administrators can search using any of the search fields. If a date is used as one of the
search criteria, both dates must be entered.
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2. Enter your search criteria and cl8&archThe Portal Access User Request Search Results
panel will be displayed.

Portal Access User Request Search 2
Required fields are indicated with an asterisk (*).

Role - From Date of Request
Last Name PARTNER To Date of Reguest
First Name Status Requested -

Search Clear |
Search Results

First Name Last Name Requested User ID Role Date Requested Status Status Date
IM PARTMER IMPART County IM Workers 20111011 Requested 20111011
M PARTNERADMIN PARTADMIN Division of Quality Assurance 20121119 Requested 20121119
M PARTNERADMIN PARTADMIN County IM Workers 20121119 Requested 20121119

Figure 50 Portal Access User Request Search Results Panel

3. Click the user whose profile you wish to viéive Request User Profile page for the user will
be displayed.

Request User Profile

|.|

User Information

First Name I M Reguested User ID IMPART
Last Name PARTMNER Date Requested 10/11/2011
E-Mail impartner@partner.com Status Requested -
Work Phone Number (608)555-5555 Ext. 5555 Status Date 10/11/2011

Role County IM Workers
Certifying Agency/Site Code 000-00-Default Certifying Agency

Remowve Save Return

Figure 51 Request User Profile Page

This page allows Portal administrators to view and manage Portal access requests.

4.4.1 Approving or Denying Access Requests

An email will be sent nightly to all loealministrators if there are one or more pending requests
T2NJ UKSANI NRf Sk2NBIYAl FuA2yd LT | NBIldzSau Aa
the email.
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being worked on.

Status
Status Date

Requested

In Work
Request Approved
Reguest Denied

Figure 52 Approve or Deny Request

Note:L ¥ @2dz a8t SO

GwSljdzSai

5SyASRE

February 7, 205

Click the Status dreggown menu to approve or deny the request or indicate that it is still

ez2dz gAt t I

the Denial Reason dragown field that will display. This will determine the language for the
email sent to the Requestor to notify them of the denial.

ClickSave

¢KS adlkiddsa FTASER

g At

aK2g

A w1 oA

iKS

message will be displayed at the top of the pédfgdere is a problem with the save, an error

message will be displayed here.

-

Luyes

e Save was successful.

Portal Access User Request Search

Required fields are indicated with an asterisk (*).
|~ ASA S tAAALA St e aa At M A A A A e AN A

DD DA A e A i i A At A A A0

PPN

Atiand prop—

User Information

IM

PARTNER
impartner@partner.com
(608)555-5555

County IM Workers
000-00-Default Certifying Agency

First Name

Last Name

E-Mail

Work Phone Number Ext. 5555
Role

Certifying Agency/Site Code

New Password

| Reset Password

Confirm Password

Requested User ID

Date Requested

Status Date
Denial Reason

I Request User Profile ©

IMPART

Remove

Return

Figure 53 Successful Save

The Remove button can be used to delete a request.

The Return button will close the user profile panel and return you to the search results panel.

4.4.2 Resetting User Passwords

hyOS | dzaSNRa | 00Saa
password on the Request User Profile page.

NB lj dzS & i

A

KFra 6SSy |
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¢2 NBasSid | dzaSNRa LI aagz2NRY

1. { SIFNOK F2NJ 6KS dzaSNDna | 00Saa NBIdzSad dzaaiy3
Profile page.

Request User Profile 2

User Information

First Name IM Requested User ID PARTADMIN
Last Name PARTNERADMIN Date Requested 11/19/2012
E-Mail partadmin@isp.org Status |Request Approved
Work Phone Number (608)555-5555 Ext. Status Date 11/29/2012
Role Division of Quality Assurance Denial Reason

Certifying Agency/Site Code 001-00-Adams County DSS

MNew Password

Confirm Password
Remove Save Return

Figure 54 Request User Profile Page

The Reset Password fields will be displayed at the bottom of the page.
2. Enter the new password in tiNew Passworéeld.
3. Enter the new password again in @enfirm Passworiield.
4. ClickSave

A confirmation message will be displayed at the top of the page. If thepeablam with
the password reset, an error message will be displayed here. The Admin will need to inform
the user of the temporary password.

Messages<

e password was reset successfully

Portal Access User Request Search

Required fields are indicated with an asterisk (*).

S Nn iy S h AP Rl Bt d s AR D a b lln e iAo taphn AN SO oty bt ARG A ABUAS D sl Ay PR | o S DN Ry £ A s, iy N A SN e DN, 2

Figure 55 Password Reset Confirmation Message

4.5 Partner DSS Request Search [Admin]

Users with Portal administrative access may administer partner DSS requests using the Partner
DSS Request Search function on the secure partner site homepage.
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1. On the secure partner homepage, ciRa&rtner DSS Request Search [Admitije Quick
Links menu.

ﬁ Partners

® Max Fee Schedules
*%%* No rows found ***

Partner Application Forms

Partner Links

Replacement ID Card Request

The information contained in this message is confidential and is intended solely for the use of the Casualty Reports

person or entity named above. This message may contain individually identifiable information that Casualty Contractor Reports
must remain confidential and is protected by state and federal law. If the reader of this message is not
the intended recipient, the reader is hereby notified that any dissemination, distribution or reproduction
of this message is strictly prohibited. If you have received this message in error, please immediately

notify the sender by telephone and destroy the original message. We regret any inconvenience and

Buy-in Reports

Grant Access Requests

Communications

appreciate your cooperation Agreement Approval

N B R Y T - = e R
prr ——~ T A T A AT T S e A NI N NN S TN pe TN gt pet e DR BT MEG U ST S EATOT TR TT]
L Partner DSS Request Search
[Admin]

Partner DSS Universe Management

Wisconsin Well Woman Program
Policy and Procedure Manual

Healthy Birth Outcome

Express Enrollment for Children
. Express Enrollment Change
Request

LTC Enroliment Wizard
ADRC Reports
Switch Waiver Agency

iC Functionality Training Video
ADRC iC Functionality Training
Video

File Upload To Portal
File Uploaded To Portal Search

Figure 56 PartnerDSS Request Search [Admin] Link

The Portal DSS Access Request Search page will be displayed.

Portal DSS Access Request 2
Required fields are indicated with an asterisk (*).

User Name First Name
Last Name From Date of Request
Role - To Date of Request
QOrganization - DSS Universe -
Status hd

Search Clear

Figure 57 Portal DSS Access Request Search Page

Portal administrators can search using any of the search fields. If a date is used as one of the
search criteria, both dates must be entered.

4 Logging in for First Timd3



ForwardHealth Partner Portal User Guide

February 7, 205

2. Enter your search criteria and cl8&archThe Portal DSS Access Request Search Results

page will be displayed.

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

User Name First Name
Last Name PARTMER From Date of Request
Role - To Date of Reguest
QOrganization - DSS Universe
Status -

Usar Name First N\ame Last Name Raole Organization Universe Status
IMAPARTNER IMA PARTNER  Child LTS Waiver Child LTS Waiver MNational Code Set Reguested

Search

Clear |

Search Results

Figure 58 Portal DSS Access Request Search Results Panel

3. Click the user whose profile you wish to viéive Request User Profile page for the user will

be displayed.

Request User Profile

User Information

User Name IMAPARTNER First Name IMA
Last Name PARTNER Role Child LTS Waiver
Organization Child LTS Waiver DSS Universe Mational Code Set
Status -

Please select one or more of the Universe Control Items below*

[ National Code Set

Save

Return

Figure 59 Request User Profile Page

This page allows Portal administrators users to view and manage Portal DSS access requests.

4. Click the Status dregown menu to approve or deny the request.

Status

e select (Denied

Figure 60 Approve or Deny Request

5. ClickSave
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message will be displayed at the top of the page.

Messages

Tt e Save was successfu

Portal DSS Access Request

Request User Profile
User Information

User Name UAT9ZIBELL
Last Name ZIBELL

First Name UAT9
Role Child LTS Waiver

Organization Child Waiver DSS Universe National Code Set
Status |Approved ~

Please select one or more of the Universe Control Items below*
I Nationa

Save Return

Figure 61 Request User Profile Successful Save

The Return button will close the user profile page and return you to the search results page.
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5 General Portal Information

5.1 Account Maintenance

1. From the main menu tabs displayed across the top of the pageActokint The Account
homepage will be displayed.

/\ interChange Welcome UAT WIC Worker » May 2, 2019 4:03 PM
ForwardHealth ==

Wiscensin senving yeu

Home | Search | Partners | Enrollment | Max Fee Home m Contact Information | Online Handbooks | Site Map |

iC Functionality ‘ User Guides | Certification |

‘You are logged in as a WIC Worker l:l Search
[ ]
Account

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
+ Messages

« Change Password

* Request Portal Access

Figure 62 Account Hompage

The Account homepage contains links that allow you to update your login credentials,
contact information and security questions, view and manage messages, and change your
login password.
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2. To update your login credentiascontact information, clickaintenance The Account
Maintenance panel will be displayed.

Account Maintenance ©

3.
4.

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 63 Account MaintenancPanel

Make applicable changes.

ClickSubmit An Account Maintenanceerificationpanel 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 64 Account Maintenance PaneVerify User Account
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5. Select the email or text message to verify the account by cliSklegiafter 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 65 Account Maintenance PangEmail or Text Message Verification

6. ClickSend me an emdibr an email oReceive a code via Sk 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

7. Enter the code in théccount 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 66 Account Maintenance PaneEnter Code

8. ClickVerify.
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A confirmation message will be displayed at the top of the page. If there is a problem with
the information entered, an error message will be displayed here.

The follewing-messages were generated:
Save was Successfy)

Account Maintenance

Required fields are indicated with an asterisk (*).

User Profile

User Name IMAPARTNER

A a AN A e h e 8N L8 maha AN AAAN e LAh S s afel 4 600 LannA An s AL oAb A

Figure 67 Confirmation Message

5.2 Changing Passwords

Users can change their login password using either the Change Password button on the Account
Maintenance panel or the link on the Accotntnepage.

1. Click Change Passworthe Change Password page will be displayed.

Change Password 2

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

Confirm Mew Password™

Submit Cancel

Figure 68 Change Password Page
2. Enter your current password in ti@urrent Passworfield.

3. Enter your new password in the New Password dietebrding to the guidelines #ection
2.1 General Password Guidelines

4. Enter your new password again in the Confirm New Password field.

5. ClickSubmit
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A Change Passwaovdrificationpanel will be displayed.

Change Password

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 69 Change Password Pagéferify UseAccount

6. 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
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 70 Change Password Pagdtmail or Text Message Verification

7. ClickReceive a code via SK6 a text orSend me an emdibr an email. Note: Clickinggerify
with something elsevill direct the user back to the verify user account screen allowing

verification by either email or text message
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8. Enter the code in the Change Passwadficationpanel.

r—ﬂ
Change Password 1]
Verify with a text message
Send a code via SMS to +1 XXX-XXX-8758
Carrier messaging charges may apply

Enter Code

Verify ‘

Verify with something_else

Figure 71 Change Password Pandtnter Code

9. ClickVerify A confirmation message will be displayed at the top of the page. If there is a
problem with the password entered, an error message will be displayed here.

The following messages were generated:

Change Password - Save was Successful

Change Password

Required fields are indicated with an asterisk (*).

User Name IMAPARTMNER

e et 2 S e b il Sl il ool s 5 it i, ol S b ten n e ot S e

Figure 72 Confirmation Message

5.3 Resetting Passwords

If you forget your password or need to reset it for any reason, you can reset it yourself by using
the Password Reset function on the Portal.

1. Access the Portal attps://www.forwardhealth.wi.gov/The Portal homepage will be
displayed.
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2. ClickLogin A Sign In box will be displayed.

Sign In

Username

Figure 73 Signin Box
3.9YyGSNI GKS dza SNDa
4. ClickNext

dza SNY I YS o

February 7, 205
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A Verify with your password box will be displayed.

Fo@lﬁh

Verlfy with your password

@® physiclanprovider

Password

Figure 74 Verify With Your Password Box

5. ClickForgot password?

February 7, 205
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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
e . Select
g*“l@gainwelltechnologies.com | —
\‘ Phone Selact
+1 XXX-XXX-8758 seect

Back to sign in

Figure 75 Reset Your Password Box

6. ClickSelecto receive a verification via email or phone.

February 7, 205
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9 If the user clickSele¢ for email:

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

For@l;h

':‘ |

Get a verlfication emall

@® physiclanprovider

Figure 76 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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ForwardHealth

)

Verlfy with your emall

A\
(@) nhvelclannr

m. Click the verificat

ue or enter the code be

Enter a verification code instead

1ail to g***l@gainwelltechnologies.co

Figure 77 Verify With Your Email Box

c. Proceed tdtep 7

February 7, 205

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

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

ForwardHealth

(W

Verity with your phone

@® physicianprovider

Figure 78 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 79 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 80 Get A Verification Email Box

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

ForwardHealth

K

Verify with your emall

P
(®) physiclanprovider

m. Click the verificatic

3]

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

Enter a verification code instead

Figure 81 Verify With Your Email Box
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7.¢KS SYIFAf aSyid G2 (KS RezetPasBwoitthS@ptidnfl) ahdRRNB & a A
verification code (Option 2).

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

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

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

MO-WIMMIS - Okta Password Reset Requested

Hi Ima,

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

Click this link to reset the password for PHYSICIANPROVIDER:

Option 1

Reset Password

Option 2

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

Figure 82 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 83 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 84 Verify With Your Email Box
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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 85 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.
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5.4 Unlocking An Account

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

2. ClickLogin A Sign In box will be displayed.

SignIn

Username

Figure 86 Sign In Box

3. ClickUnlock account?

February 7, 205
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AnUnlock account box will be displayed.

Forml th

Unlock account?

Username
Email
\. Phone

Figure 87 Unlock Account Box

4. 9y GSNJ GKS dza SNDa

dza SNY' I YS

5. ClickSelecto receive a verification via email or phone.

February 7, 205
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9 If the user clickSele¢ for email:

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

For@l;h

':‘ |

Get a verlfication emall

@® physiclanprovider

Figure 88 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 displayed and an email will be sent.

ForwardHleulth

)

Verlfy with your emall

L

Figure 89 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 be displayed.

ForwardHealth

(W

Verity with your phone

@® physicianprovider

Figure 90 Verify With Your Phone Box

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

ForwardHeulth

/' "\.
| & |

Verify with your phone

®) physiclanprovider

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 91 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 92 Get a Verification Email Box

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

ForwardHealth

K

Verify with your emall

P
(®) physiclanprovider

m. Click the verificatic

3]

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

Enter a verification code instead

Figure 93 Verify With Your Email Box
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6. ¢KS SYIFAf aSyd G2 (§KS uUnokMEzaunitkYQOptioh 1) anB&R NS & a A
verification code (Option 2).

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

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

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

MO-WIMMIS - Okta Account Unlock Requested

Hi Ima,

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

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

Unlock Account]

ninutes«
1ULes.

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

Figure 94 OneTime Verification Code Email

7. The user can choose to either click trock Accountink (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.

Figure 95 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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