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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 real-time 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 

1.3.1 ForwardHealth  

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:  

¶ BadgerCare Plus 

¶ Wisconsin HIV Drug Assistance Program (HDAP) 

¶ Wisconsin Medicaid, including Family Planning Only Services 

¶ Wisconsin Well Woman Program (WWWP) 

¶ Wisconsin Well Woman Medicaid (WWWMA) 

¶ SeniorCare 

¶ Wisconsin Chronic Disease Program (WCDP) 

¶ BadgerCare Plus and Medicaid managed care programs 

1.3.2 Key Terms 

¶ Member τ A member represents an individual enrolled in any of the ForwardHealth health 
care programs. 
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¶ Member ID τ 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 for all state government programs in which the member 
is enrolled. 

¶ Benefit Plan τ Type of plan that designates the benefits covered and is based on the 
ƳŜƳōŜǊΩǎ ƳŜŘƛŎŀƭ ǎǘŀǘǳǎ ŎƻŘŜΦ aŜƳōŜǊǎ Ƴŀȅ ōŜ ŜƴǊƻƭƭŜŘ ƛƴ ƳǳƭǘƛǇƭŜ ōŜƴŜŦƛǘ Ǉƭŀƴǎ 
concurrently.  

o Example: SeniorCare and Qualified Medicare Beneficiary (QMB).  

o Example: QMB and Elderly, Blind, and Disabled Medicaid. 

¶ Enrollment τ 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. 

¶ Case τ There are two types of cases: Medicaid Management Information System (MMIS) 
cases and Client Assistance Re-Employment and Economic Support System (CARES) cases. A 
reference to a case is always MMIS unless a CARES case is specifically stated.  

¶ Fiscal Agent τ HP Enterprise Services is the ForwardHealth fiscal agent. 
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2 Passwords and Security 

2.1 General Password Guidelines 

¶ All Portal users can change their password at any time. After logging in, click the Account link 
on the secure Partner homepage and then click the Change Password link on the Account 
homepage. 

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

¶ Passwords must have at least nine characters. 

¶ Passwords must contain at least one uppercase letter, one lowercase letter, and one 
number. 

¶ tŀǎǎǿƻǊŘǎ ǎƘƻǳƭŘ ƴƻǘ Ŏƻƴǘŀƛƴ ŀ ǊŜŀƭ ƴŀƳŜ ƻǊ ǘƘŜ ǳǎŜǊΩǎ ƴŀƳŜΦ 

¶ When resetting a password, none of the previous 24 passwords can be reused. 
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2.2 ForwardHealth interChange Password Problems 

Users can click Forgot your password? in the Verify with your password box to utilize the account 
maintenance area of the Portal to resolve password issues. (See Section 5.3 Resetting 
Passwords.) If unable to resolve a password problem using the reset password function, users 
may call the Portal Helpdesk at (866) 908-1363.   

Figure 1  ForwardHealth Portal Login 
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3 Getting Started 

1. Access the Portal at https://www.forwardhealth.wi.gov/. The public Portal homepage will be 
displayed. 

Figure 2  ForwardHealth Public Portal Homepage 

The Portal is divided into eight main areas as indicated by the eight icons 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 Partner homepage. 

https://www.forwardhealth.wi.gov/
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2. Click Partners. The public Partner homepage will be displayed.  

Figure 3  Public Partner Homepage  

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. 
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3.1 Requesting Secure Partner Site Access 

1. hƴ ǘƘŜ ǇǳōƭƛŎ tŀǊǘƴŜǊ ƘƻƳŜǇŀƎŜΣ ǎŎǊƻƭƭ Řƻǿƴ ǘƻ ǘƘŜ ά!ŎŎŜǎǎƛƴƎ ǘƘŜ {ŜŎǳǊŜ tŀǊǘƴŜǊ {ƛǘŜέ 
section. 

2. Click Request Secure Partner Site. The 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. 

Figure 4  Portal Access Choose Request Type Page. 

From this page, users may choose one of two options. 

¶ New user requesting Partner Portal access. 

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

3.1.1 New User Requesting Partner Portal Access 

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

1. Check the New user requesting Partner Portal Access radio button. 
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2. Click Next. The Portal Access Request Information panel will be displayed. 

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. 
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5. Click Next. The Portal Access Additional Information panel will be displayed. 

Figure 6  Portal Access Additional Information Panel 

The financial payers associated with the requested role will be checked. 

6. Select your certifying agency code using the drop-down menu at the top of the panel. 

7. Click Next. 

¶ If the organization does not have associated Data Support System (DSS) universe access, 
the Portal Access Secret Questions page will be displayed. Proceed to step 13. 

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

Figure 7  Portal Access DSS Universe Request page 

8. Select a universe using the drop-down menu in the Universe field.  
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9. Click anywhere on the panel. The page will refresh and one or more checkboxes will be 
displayed that allow you to select the universe control items you wish to request.  

Figure 8  Universe Control Item Selections 

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

11. Click Save. The page will refresh and the requested universe will appear at the top of the 
panel. 

Figure 9  Requested Universe Added 

Repeat steps 8-11 for each universe you wish to request. 
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12. After adding all the desired universes, click Next. The Portal Access Secret Questions page 
will be displayed. 

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 2.1 General Password Guidelines. Retype the password to confirm it is correct. 

14. Click Submit. 

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

Figure 11  Submission Confirmation 

If there was a problem with the submission, an error message will be displayed indicating 
what corrections need to be made. 
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3.1.2 New User Requesting Partner Portal and Partner Portal 
Administrative Access 

1. hƴ ǘƘŜ ǇǳōƭƛŎ tŀǊǘƴŜǊ ƘƻƳŜǇŀƎŜΣ ǎŎǊƻƭƭ Řƻǿƴ ǘƻ ǘƘŜ ά!ŎŎŜǎǎƛƴƎ ǘƘŜ {ŜŎǳǊŜ tŀǊǘƴŜǊ {ƛǘŜέ 
section. 

2. Click Request Secure Partner Site. The Portal Access Choose Request Type page will be 
displayed. 

Figure 12  Portal Access Choose Request Type Page 

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

4. Click Next. 
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The Portal Access Request Information page will be displayed. 

Figure 13  Portal Access Request Information Page 

5. Enter the required information. Note that all fields are required. The Date Requested field 
defaults to the current date.  
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6. Read the Security Agreement and check the security agreement checkbox. 

7. Click Next. The Portal Access Additional Information panel will be displayed. 

Figure 14  Portal Access Additional Information Panel 

The financial payers associated with the requested role will be checked. 

8. Select your certifying agency code using the drop-down menu at the top of the panel. 

9. Click Next. The Portal Access Admin Information page will be displayed. 

Figure 15  Portal Access Admin Information Page 

10. Select a role using the drop-down menu in the Role field. The page will refresh and the 
Organization drop-down field will populate with the organizations related to the selected 
role. 

11. Select an organization using the drop-down menu in the Organization field. 
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12. Click Add. The selected role and organization will be added to the top of the panel. 

Figure 16  Portal Access Admin Information Page τ Added Role and Organization 

Repeat steps 10-12 above to add additional roles if desired. 

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

Figure 17  Portal Access Admin Information Page τ Selecting a Role to Change or Delete 

The panel will populate with the selected role. Use the drop-down menus to make any 
revisions and click Save to save the changes.  

You can delete a role by selecting the role and clicking Delete. 

13. Click Next to continue applying for access. 

¶ If the organization does not have associated DSS universe access, the Portal Access Secret 
Questions page will be displayed. Proceed to step 19. 
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¶ If the organization has associated DSS universe access, the Portal Access DSS Universe 
Request page will be displayed.  

Figure 18  Portal Access DSS Universe Request Page 

14. Select a universe using the drop-down menu in the Universe field.  

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

Figure 19  Portal Access Request Information Page τ Universe Control Item Selections 

16. Check the checkbox for each item you wish to select.  
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17. Click Save. The page will refresh and the requested universe will appear at the top of the 
panel. 

Figure 20  Portal Access DSS Universe Request τUniverse Added 

Repeat steps 14-17 for each universe you will to request. 

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

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 Guidelines. Retype the password to confirm it is correct. 

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

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.  
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4 Logging in for First Time 

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

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

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

¶ Account password 

¶ Email address 

When using MFA, a user will be sent a one-time code through their choice of email, text message 
(SMS), or phone call. 
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1. Access the Portal homepage at https://www.forwardhealth.wi.gov/. The Portal homepage 
will be displayed. 

Figure 23  ForwardHealth Portal Homepage 

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

Figure 24  Sign In Box 

3. 9ƴǘŜǊ ǘƘŜ ǳǎŜǊΩǎ ǳǎŜǊƴŀƳŜΦ  

4. Click Next. 
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A Verify with your password box will be displayed. 

Figure 25  Verify With Your Password Box 

5. 9ƴǘŜǊ ǘƘŜ ǳǎŜǊΩǎ ǇŀǎǎǿƻǊŘΦ 

6. Click Verify. 
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! DŜǘ ŀ ǾŜǊƛŦƛŎŀǘƛƻƴ ŜƳŀƛƭ ōƻȄ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘΦ bƻǘŜΥ LŦ ǘƘŜ ǳǎŜǊΩǎ ǇŀǎǎǿƻǊŘ ŜȄǇƛǊŜǎ ǿƘŜƴ 
setting up MFA, a change password box will be displayed, and the user will be prompted to 
enter and re-enter their new password.  

Figure 26  Get a Verification Email Box 

7. Click Send 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.  

Figure 27  Verify With Your Email Box 
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8. The email sŜƴǘ ǘƻ ǘƘŜ ǳǎŜǊΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƛƴŎƭǳŘŜǎ ŀ Sign In link (Option 1) and a verification 
code (Option 2).  

Figure 28  One-Time Verification Code Email 
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9. The user can choose to either:  

¶ Click the Sign In link (Option 1) from the email. 

¶ Copy the verification code in the email (Option 2), return to the Verify with your email 
box, and click Enter a verification code instead. Enter the code from the email and click 
Verify. 

Figure 29  Verify With Your Email Box 



February 17, 2025 ForwardHealth Partner Portal User Guide 
 

 4 Logging in for First Time   26 
 

A Set up security methods box will be displayed.  

Figure 30  Set Up Security Methods Box 

10. Click Set up. 
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A Set up phone authentication box will be displayed. 

Figure 31  Set Up Phone Authentication Box  

11. Select SMS (text) or Voice call for the phone authentication method. 

12. Enter the phone number. 

13. Click Receive a code via SMS or Receive a code via voice call depending on which option is 
selected.  
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A Set up phone authentication box will be displayed. 

Figure 32  Set Up Phone Authentication Box 

14. Enter the code that was sent via text or voice call in the Enter Code box. 

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

Note: If you have previously accepted the license agreements, this page will not be displayed. 
Proceed to step 17. 

Figure 33  End User Point and Click License Agreements 

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

Note: LŦ άL 5ƻ bƻǘ !ŎŎŜǇǘέ ƛǎ ǎŜƭŜŎǘŜŘΣ ȅƻǳ will be returned to the Portal homepage and will 
not be able to access the secure Partner Portal. 
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17. The secure Partner homepage will be displayed.  

Figure 34  ForwardHealth Secure Partner Homepage 

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

4.1 ForwardHealth Partner Homepage 

4.1.1 Main Menu Button 

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: 

¶ Home τ Displays the Portal homepage.  

¶ Search τ Allows users to search for information within the Portal. 

¶ Partners τ Links to your secure Portal homepage.  
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¶ Enrollment τ !ƭƭƻǿǎ ǳǎŜǊǎ ǘƻ ǎŜŀǊŎƘ ŦƻǊ ŀ ƳŜƳōŜǊΩǎ ǎǳƳƳŀǊȅ ŜƴǊƻƭƭƳŜƴǘ ŘŀǘŀΦ ¦ǎŜǊǎ ǎƘƻǳƭŘ 
refer to the Enrollment Verification User Guide for additional information. 

¶ Max Fee Home τ Links to the maximum allowable fee schedules. 

¶ Claims τContains links to the WWWP Reporting Form Search and other user guides. 

¶ Account τ 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. 

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

¶ Site Map τ Contains shortcut links to the main topics in the Partner area of the Portal. 

¶ iC Functionality τ 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.  

Figure 36  Portal Navigation 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 5.6 Portal Navigation. 

Important: ¢ƘŜ ōǊƻǿǎŜǊΩǎ .ŀŎƪ ōǳǘǘƻƴ cannot be used to navigate back 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. 

4.1.3 Quick Links 

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

¶ Online Handbooks τ 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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¶ ForwardHealth Updates τ Directs the user to the ForwardHealth Publications page. The first 
source of provider information, Updates announce the latest information on policy and 
coverage changes, PA submission requirements, claim submission requirements, and 
training.  

¶ Electronic Data Interchange τ Directs the user to the ForwardHealth Companion Guides, 
which provide useful technical information about standards for nationally recognized 
electronic transactions.  

¶ Max Fee Schedules τ Opens a window that details maximum allowable fee schedule 
information and provides Quick Links pertaining to fee schedules. 

¶ Partner Application Forms τ Links to forms that can be completed online or printed and 
completed manually. 

¶ Partner Links τ Links to county sites and other programs and information. 

¶ Partner Request Access τ Allows partner users to request portal access. Refer to Section 3.1 
Requesting Secure Partner Site Access for additional information. 

¶ Wisconsin Well Woman Program Policy and Procedure Manual τ Opens 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, click Partner Request Access in the Quick Links menu. 

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

Figure 38  Portal Access Choose Request Type Page 

2. Check the checkbox labeled Existing Partner Portal user requesting Partner Portal 
Administrative Access. 

3. Click Next. The Portal Access Admin Information page will be displayed. 

Figure 39  Portal Access Admin Information Page 

4. Use the drop-down menu in the Role field to select a role. 
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5. Use the drop-down menu in the Organization field to select an organization. 

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

Figure 40  Portal Access Admin Information Page τ Added Role and Organization 

Repeat steps 4-6 above to add additional roles if desired. 

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

Figure 41  Portal Access Admin Information Page τ Selecting a Role to Change or Delete 

The panel will populate with the selected role. Use the drop-down menus to make any 
revisions and click Save.  

You can delete a role by selecting the role and clicking Delete. 
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7. Click Next to continue applying for access. The Portal Access Secret Questions page will be 
displayed. 

Figure 42  Portal Access Secret Questions Page 

8. Click Submit. 

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

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. Click Partner DSS Universe Management. 

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

Figure 45  Portal Access DSS Universe Request Page 

Logged-in 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 applicabƭŜ ǘƻ ǘƘŜ ǳǎŜǊΩǎ ǊƻƭŜ 
and organization.  

2. Select a universe using the drop-down menu in the Universe field.  

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

Figure 46  Portal Access DSS Universe Request Page τ Universe Control Items 
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4. Place a check in the checkboxes for the items you wish to access. 

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

Figure 47  Portal Access DSS Universe Request Page τ Universe Added to List 

Repeat steps 2-6 for each universe you wish to request. 

You will be notified by email when a decision is issued on your request. 

6. Click Exit to 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, click Partner Request Search [Admin] in the Quick Links 
menu. 

Figure 48  Partner Request Search [Admin] Link 

The Portal Access User Request Search page will be displayed. 

Figure 49  Portal Access 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 click Search. The Portal Access User Request Search Results 
panel will be displayed. 

Figure 50  Portal Access User Request Search Results Panel 

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

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 local administrators if there are one or more pending requests 
ŦƻǊ ǘƘŜƛǊ ǊƻƭŜκƻǊƎŀƴƛȊŀǘƛƻƴΦ LŦ ŀ ǊŜǉǳŜǎǘ ƛǎ ǇƭŀŎŜŘ ƛƴ ŀƴ άLƴ ²ƻǊƪέ ǎǘŀǘǳǎΣ ƛǘ ǿƛƭƭ ƴƻǘ ōŜ ƛƴŎƭǳŘŜŘ ƛƴ 
the email. 



February 17, 2025 ForwardHealth Partner Portal User Guide 
 

 4 Logging in for First Time   41 
 

1. Click the Status drop-down menu to approve or deny the request or indicate that it is still 
being worked on. 

Figure 52  Approve or Deny Request 

Note: LŦ ȅƻǳ ǎŜƭŜŎǘ άwŜǉǳŜǎǘ 5ŜƴƛŜŘέ ȅƻǳ ǿƛƭƭ ŀƭǎƻ ƴŜŜŘ ǘƻ ǎŜƭŜŎǘ ŀ ǊŜŀǎƻƴ ŦƻǊ ǘƘŜ ŘŜƴƛŀƭ ƛƴ 
the Denial Reason drop-down field that will display. This will determine the language for the 
email sent to the Requestor to notify them of the denial. 

2. Click Save. 

¢ƘŜ ǎǘŀǘǳǎ ŦƛŜƭŘ ǿƛƭƭ ǎƘƻǿ ǘƘŜ ǎŜƭŜŎǘŜŘ ǎǘŀǘǳǎ ƎǊŀȅŜŘ ƻǳǘ ŀƴŘ ŀ ά{ŀǾŜ ǿŀǎ ǎǳŎŎŜǎǎŦǳƭέ 
message will be displayed at the top of the page. If there is a problem with the save, an error 
message will be displayed here. 

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 

hƴŎŜ ŀ ǳǎŜǊΩǎ ŀŎŎŜǎǎ ǊŜǉǳŜǎǘ Ƙŀǎ ōŜŜƴ ŀǇǇǊƻǾŜŘΣ ŀŘƳƛƴƛǎǘǊŀǘƻǊǎ Ƴŀȅ ŎƘŀƴƎŜ ǘƘŜ ǳǎŜǊΩǎ 
password on the Request User Profile page. 
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¢ƻ ǊŜǎŜǘ ŀ ǳǎŜǊΩǎ ǇŀǎǎǿƻǊŘΥ 

1. {ŜŀǊŎƘ ŦƻǊ ǘƘŜ ǳǎŜǊΩǎ ŀŎŎŜǎǎ ǊŜǉǳŜǎǘ ǳǎƛƴƎ ǘƘŜ ŀōƻǾŜ ǇǊƻŎŜŘǳǊŜǎ ǘƻ ŀŎŎŜǎǎ ǘƘŜ wŜǉǳŜǎǘ ¦ǎŜǊ 
Profile page. 

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 the New Password field. 

3. Enter the new password again in the Confirm Password field. 

4. Click Save. 

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

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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¢ƻ ǎŜŀǊŎƘ ŦƻǊ ŀ ǇŀǊǘƴŜǊΩǎ 5{{ ǊŜǉǳŜǎǘΥ 

1. On the secure partner homepage, click Partner DSS Request Search [Admin] in the Quick 
Links menu. 

Figure 56  Partner DSS Request Search [Admin] Link 

The Portal DSS Access Request Search page will be displayed. 

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. 
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2. Enter your search criteria and click Search. The Portal DSS Access Request Search Results 
page will be displayed. 

Figure 58  Portal DSS Access Request Search Results Panel 

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

Figure 59  Request User Profile Page 

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

4. Click the Status drop-down menu to approve or deny the request. 

Figure 60  Approve or Deny Request 

5. Click Save. 
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¢ƘŜ ǎǘŀǘǳǎ ŦƛŜƭŘ ǿƛƭƭ ǎƘƻǿ ǘƘŜ ǎŜƭŜŎǘŜŘ ǎǘŀǘǳǎ ƎǊŀȅŜŘ ƻǳǘ ŀƴŘ ŀ ά{ŀǾŜ ǿŀǎ ǎǳŎŎŜǎǎŦǳƭέ 
message will be displayed at the top of the page. 

Figure 61  Request User Profile τ Successful Save 

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

  



February 17, 2025 ForwardHealth Partner Portal User Guide 
 

 5 General Portal Information   46 
 

5 General Portal Information 

5.1 Account Maintenance 

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

Figure 62  Account Homepage 

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 credentials or contact information, click Maintenance. The Account 
Maintenance panel will be displayed. 

Figure 63  Account Maintenance Panel 

3. Make applicable changes. 

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

Figure 64  Account Maintenance Panel ς Verify User Account 
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5. Select the email or text message to verify the account by clicking Select after the appropriate 
method. An Account Maintenance verification panel will be displayed. 

Figure 65  Account Maintenance Panel ς Email or Text Message Verification 

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

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

Figure 66  Account Maintenance Panel ς Enter Code 

8. Click Verify. 
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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. 

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 Account homepage. 

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

Figure 68  Change Password Page 

2. Enter your current password in the Current Password field. 

3. Enter your new password in the New Password field according to the guidelines in Section 
2.1 General Password Guidelines. 

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

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

Figure 69  Change Password Panel ς Verify User Account 

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

Figure 70  Change Password Panel ς Email or Text Message Verification 

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

Figure 71  Change Password Panel ς Enter Code 

9. Click Verify. 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. 

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 at https://www.forwardhealth.wi.gov/. The Portal homepage will be 
displayed. 

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

Figure 73  Sign In Box 

3. 9ƴǘŜǊ ǘƘŜ ǳǎŜǊΩǎ ǳǎŜǊƴŀƳŜΦ  

4. Click Next. 
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A Verify with your password box will be displayed. 

Figure 74  Verify With Your Password Box 

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

Figure 75  Reset Your Password Box 

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

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

Figure 76  Get A Verification Email 

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

Figure 77  Verify With Your Email Box 

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

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

Figure 78  Verify With Your Phone Box 

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

Figure 79  Verify With Your Phone Box 

c. Enter the code that was sent. 

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

Figure 80  Get A Verification Email Box 

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

Figure 81  Verify With Your Email Box 
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7. ¢ƘŜ ŜƳŀƛƭ ǎŜƴǘ ǘƻ ǘƘŜ ǳǎŜǊΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƛƴŎƭǳŘŜǎ ŀ Reset Password link (Option 1) and a 
verification code (Option 2). 

Figure 82  Account Password Reset Email 
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8. The user can choose to either click the Reset Password link (Option 1) or enter the 
verification code from the email (Option 2) instead.  

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

Figure 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 click Enter a verification code instead.  

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

Figure 84  Verify With Your Email Box 
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The Reset your Okta password box will be displayed. 

Figure 85  Reset Your Okta Password Box 

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

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

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

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

Figure 86  Sign In Box 

3. Click Unlock account? 

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

Figure 87  Unlock Account Box 

4. 9ƴǘŜǊ ǘƘŜ ǳǎŜǊΩǎ ǳǎŜǊƴŀƳŜΦ 

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

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

Figure 88  Get A Verification Email 

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



February 17, 2025 ForwardHealth Partner Portal User Guide 
 

 5 General Portal Information   68 
 

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

Figure 89  Verify with your email box 

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

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

Figure 90  Verify With Your Phone Box 

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

Figure 91  Verify With Your Phone Box 

c. Enter the code that was sent. 

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

Figure 92  Get a Verification Email Box 

e. Click Send me an email. 

  



February 17, 2025 ForwardHealth Partner Portal User Guide 
 

 5 General Portal Information   72 
 

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

Figure 93  Verify With Your Email Box 
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6. ¢ƘŜ ŜƳŀƛƭ ǎŜƴǘ ǘƻ ǘƘŜ ǳǎŜǊΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƛƴŎƭǳŘŜǎ ŀƴ Unlock Account link (Option 1) and a 
verification code (Option 2).  

Figure 94  One-Time Verification Code Email 

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

Figure 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 click Enter a verification code instead.  

9. Enter the code from the verification code box or from the unlock account email and click 
Verify. 




























