Secure ForwardHealth Portal Accounts

Steps for Establishing an Account
There are three basic steps for establishing a secure ForwardHealth Portal account:

1. Obtain a PIN from ForwardHealth. The PIN is a unique, nine-digit number assigned by ForwardHealth for
the sole purpose of allowing a provider (or designee) to establish a Portal account. It is used in
conjunction with the login ID. Once the Portal account is established, the provider or designee will be
prompted to create a username and password for the account, which will subsequently be used to log in
to the Portal.

To obtain a PIN, follow these steps:

a) Go to the Portal home page at www.wisconsin.gov/.

b) Click on the Providers link or button.

c) Click the Request Portal Access link from the Quick Links box on the right side of the screen.
d) Enter the requested information.

e) Click Submit.

Note: Once the Portal Access Request is successfully completed, ForwardHealth will send a letter containing
the PIN.

2. After receiving the PIN letter from ForwardHealth, select an individual to be the Portal administrator.
3. The Portal administrator will then log in and create a username and password.

Note: The Portal administrator may manage the Portal account or set up clerks to assist. Each clerk will have
his or her own login (username/password).

Information About Access to Accounts

Clerk access can be limited to certain Portal functionality through assignment of roles (e.g., member
enrollment verification, claims, prior authorization) by the Portal Administrator.

Other accounts may be added to the existing Portal account through the Add Organization functionality. This
is helpful when one Portal administrator is responsible for multiple billing providers. This allows the Portal
administrator to use one login to access various accounts. (Nofe: The licensed supervisor overseeing the
member’s plan of care is the billing provider.)

Clerks may also be granted access to multiple accounts. Clerk roles need to be established for each account
he or she has access to.

Each Portal administrator and every clerk has a Portal profile (username, password, first name, last name, phone

number, efc.). If someone is becoming a clerk for the first time, the Portal administrator needs to initiate a profile

for that clerk. However, if a clerk already has a profile, the Portal administrator should select the existing profile

instead of creating a new one. This allows any one clerk to use one login to access various accounts.
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http://www.wisconsin.gov/

If someone has a profile as a Portal administrator but also needs to be a clerk for a different Portal account, the
Portal administrator of that other Portal account will need to initiate a clerk profile. This is the only situation where
one person is required to have two login credentials—one as a Portal administrator and one as a clerk. This
might happen if a behavioral treatment therapist or technician established his or her own Portal account to
manage his or her demographics but then is needed as a clerk for the supervisor’s Portal account.

For more detailed instructions, providers should access the Account User Guide.
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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

Clerk Maintenance

Switch Organization

Add Organization

View the Account User Guide
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