
 

 

Health Insurance Invoice System (HIIS) 

General Information 

Special Notes 

Step-by-Step Instructions (Text Only) 

Step-by-Step Instructions with Visuals  
 

General Information 

The Health Insurance Invoice System (HIIS) provides employers with a quick and easy way to reconcile the total 
premiums due based on the ŜƭƛƎƛōƛƭƛǘȅ ǿƛǘƘƛƴ 9¢CΩǎ ŘŀǘŀōŀǎŜ.  This will allow for reconciliation of membership to the 
premium payment due and submission of the premium payment via Automated Clearing House (ACH). 

 
 Special Notes  
 

 The individual accessing the Health Insurance Invoice System (HIIS) Ƴǳǎǘ ƻōǘŀƛƴ ǎŜŎǳǊƛǘȅ ŎƭŜŀǊŀƴŎŜ ǘƻ άLƴǎǳǊŀƴŎŜ 
Premium Reportingέ ōȅ ǎǳōƳƛǘǘƛƴƎ ǘƘŜ Online Network for Employers Security Agreement, form ET-8928.  

 
 This process is written for local employers and any state agencies that are non-Wismart agencies.  The Wismart agencies 

will confirm the current coverage month and then follow the existing Payment Voucher(PV Payment) process. 

 

 The application requires your Web browser to have cookies enabled and JavaScript on.  
 

 Please use the logout feature at the top of the screen when done working with the application, to protect 
confidential employee data.  

 

 Large employers may experience a delay as the application returns data. Please be patient.  
 

 For additional assistance, please call the Employer Communication Center: (608) 264-7900  or 1 (888) 681-3952  
  



 

 

 
Step-by-Step Instructions (Text Only) 
 
1) Enter the Online Network for Employers (ONE) Portal 

2) Select the άIŜŀƭǘƘ LƴǎǳǊŀƴŎŜ LƴǾƻƛŎƛƴƎ {ȅǎǘŜƳέ ƭƛƴƪ. 

3) ¢ƘŜ ά9¢C ²Ŝō !ǇǇƭƛŎŀǘƛƻƴ [ƻƎƻƴέ ǎŎǊŜŜƴ ǿƛƭƭ ŀǇǇŜŀǊΦ 

4) Type your User ID. 

5) tǊŜǎǎ ǘƘŜ ά¢ŀōέ ƪŜȅΦ 

6) Type your password. 

7) /ƭƛŎƪ ά[ƻƎ Lƴέ 

8) Type your seven-digit employer number. 

9) /ƭƛŎƪ ǘƘŜ ά{ǳōƳƛǘέ ōǳǘǘƻƴΦ 

10) The email address verification screen will appear.  Verify the email contact information is correct and click the 

ά/ƻƴǘƛƴǳŜέ ōǳǘǘƻƴΦ 

a) LŦ ǘƘŜ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƛǎ ƳƛǎǎƛƴƎ ƻǊ ƛƴŎƻǊǊŜŎǘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ǘŜȄǘΣ άŜƳǇƭƻȅŜǊ ŜƳŀƛƭ ǳǇŘŀǘŜέ ŀƴŘ ƳŀƪŜ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ 

change.  When you have finished updating your employer contact information, close the window and you will be 

returned to HIIS. 

11) ¢ƘŜ άLƴǾƻƛŎŜ ŀnd tŀȅƳŜƴǘ {ǳƳƳŀǊȅέ ǎŎǊŜŜƴ ǿƛƭƭ ŀǇǇŜŀǊ and default to the current coverage month. 

12) To view a past coverage month: 

a) Select the desired coverage month fǊƻƳ ǘƘŜ ŘǊƻǇ Řƻǿƴ ōƻȄ ǳƴŘŜǊ ǘƘŜ ά{ŜŀǊŎƘ ōȅ /ƻǾŜǊŀƎŜέ ƘŜŀŘƛƴƎ. 

NOTE: This field will default to the current coverage month. 

b) Select the desired coverage ȅŜŀǊ ŦǊƻƳ ǘƘŜ ŘǊƻǇ Řƻǿƴ ōƻȄ ǳƴŘŜǊ ǘƘŜ ά{ŜŀǊŎƘ ōȅ /ƻǾŜǊŀƎŜέ ƘŜŀŘƛƴƎ. 

NOTE: This field will default to the current coverage year. 

The άLnvoice Summaryέ section will populate the totals and summary information for the selected coverage 

month. 

13) Type the grand total of the employee share for all providers ƛƴ ǘƘŜ ά9ƳǇƭƻȅŜŜ {ƘŀǊŜέ ǘŜȄǘ ōƻȄΦ 

14) Verify the amount of the άPremium Dueέ located at the bottom of the summary. 

a) Two buttons are available to assist you in reviewing the details of the coverage month. 

i) άLƴǾƻƛŎŜ 5Ŝǘŀƛƭέ ōǳǘǘƻƴ - Provides detailed information regarding totals by plan type and coverage type.  

ii) ά/ƻƴǘǊŀŎǘ !ŎǘƛǾƛǘȅέ ōǳǘǘƻƴ - Provides details on changes that occurred during the current coverage month 

period including the names of the affected employees.  

b) ²ƘŜƴ ȅƻǳ ǊŜǾƛŜǿ ŜƛǘƘŜǊ ǘƘŜ άLƴǾƻƛŎŜ 5Ŝǘŀƛƭέ ƻǊ ά/ƻƴǘǊŀŎǘ !ŎǘƛǾƛǘȅέ ǎŎǊŜŜƴǎΣ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ǊŜǘǳǊƴ ǘƻ ǘƘŜ 

άLƴǾƻƛŎŜ ŀƴŘ tŀȅƳŜƴǘ {ǳƳƳŀǊȅέ ǎŎǊŜŜƴ ōŜŦƻǊŜ ŎƻƴǘƛƴǳƛƴƎ ǘƻ ǎǘŜǇ мрΦ 

15) /ƭƛŎƪ ǘƘŜ ά!ŎŎŜǇǘέ ōǳǘǘƻƴΦ 



 

 

NOTE: If you are returning to this screen after the current coverage month has been accepted, but not paid, the 

ά!ŎŎŜǇǘέ ōǳǘǘƻƴ ƛǎ ǊŜǇƭŀŎŜŘ ǿƛǘƘ ŀ άtŀȅέ ōǳǘǘƻƴΦ  

16) hƴŎŜ ŀŎŎŜǇǘŜŘΣ ǘƘŜ ά/ƻƴŦƛǊƳέ ōǳǘǘƻƴ ǿƛƭƭ ŀǇǇŜŀǊ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ   

17) /ƭƛŎƪ ǘƘŜ ά/ƻƴŦƛǊƳέ ōǳǘǘƻƴ ǘƻ ǎǳōƳƛǘ ǘƘŜ current coverage month and go to the electronic payment (Payment 

Information) screen, or click ǘƘŜ άCancelέ button to go to the ǇǊŜǾƛƻǳǎ άInvoice Summaryέ screen. 

a)  /ƭƛŎƪƛƴƎ ά/ƻƴŦƛǊƳέ ǿƛƭƭ take you to the USBank web site to complete the payment process.   

b) Wismart agencies ς after clicking the "Confirm" button will follow the existing Payment Voucher(PV Payment) process. 

18) ¢ƘŜ ά9ƭŜŎǘǊƻƴƛŎ tayment {ȅǎǘŜƳέ screen includes three options: 

a) Registered User Log In ς Use this if you have gone through the steps to register your payment information. 

b) Register ς If you would prefer that the system retain the payment method and source to use for future payment, 

this will create a user name and password for future access. 

c) Pay Without Registering ς This process does not retain the payment source and contact information. 

bh¢9Υ ¢ƘŜ ǎǘŜǇǎ ōŜƭƻǿ Ŧƻƭƭƻǿ ǘƘŜ άtŀȅƳŜƴǘ ²ƛǘƘƻǳǘ wŜƎƛǎǘŜǊƛƴƎέ ƻǇǘƛƻƴ ŀǎ ƛǘ ŜƴŎƻƳǇŀǎǎŜǎ ŀƭƭ ƻŦ ǘƘŜ 

information that would be entered to register a new account. 

19) /ƭƛŎƪ ǘƘŜ άtŀȅ ²ƛǘƘƻǳǘ wŜƎƛǎǘŜǊƛƴƎέ ōǳǘǘƻƴΦ 

20) ¢ƘŜ άaŀƪŜ ŀ tŀȅƳŜƴǘέ ǎŎǊŜŜƴ ǿƛƭƭ ŀǇǇŜŀǊ ǎƘƻǿƛƴƎ ǘƘŜ Ǉŀyment amount due and due date. 

21) The ά{ŎƘŜŘǳƭŜŘ tŀȅƳŜƴǘ 5ŀǘŜέ field will default to the first available pay date. 

a) Change the ά{ŎƘŜŘǳƭŜŘ tŀȅƳŜƴǘ 5ŀǘŜέ ǘƻ the date you want the payment to be made.   

b) IMPORTANT: If you select a payment date after the due date, interest will be assessed due to the late payment. 

22) /ƭƛŎƪ ά/ƻƴǘƛƴǳŜέ. 

23) The electronic payment (Bank Account Information)screen has five mandatory fields:  

a) Bank Routing Number: Enter the nine-digit routing number located on the bottom of the check. 

b) Bank Account Number: Enter the six-digit account number located to the left of the routing number. 

c) Re-Enter the Bank Account Number: Enter the six-digit account number located to the left of the routing 

number.  This information is re-entered for verification and accuracy. 

d) Bank Account Type: Select the correct type of account by clicking ƻƴ ǘƘŜ ŎƛǊŎƭŜ ǘƻ ǘƘŜ ƭŜŦǘ ƻŦ ά/ƘŜŎƪƛƴƎέ or 

ά{ŀǾƛƴƎǎέΦ. 

e) Is this a business account?: Click on the circle to the ƭŜŦǘ ƻŦ ά¸Ŝǎέ. 

24) /ƭƛŎƪ ά/ƻƴǘƛƴǳŜέ. 

25) ¢ƘŜ ά/ƻƴǘŀŎǘ LƴŦƻǊƳŀǘƛƻƴέ ǎŎǊŜŜƴ Ƙŀǎ ƴƛƴŜ ƳŀƴŘŀǘƻǊȅ ŎƻƴǘŀŎǘ ŦƛŜƭŘǎΦ  ¢ȅǇŜ ȅƻǳǊ ŎƻƴǘŀŎǘ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴ ŜŀŎƘ 

mandatory field. 

26) If you would like the payment system to retain your payment method and contact information, complete the 

ά.ŜŎƻƳŜ ŀ ǊŜƎƛǎǘŜǊŜŘ ǳǎŜǊέ ǎŜŎǘƛƻƴΦ 

27) /ƭƛŎƪ ά/ƻƴǘƛƴǳŜέ. 



 

 

28) ¢ƘŜ ά±ŜǊƛŦȅ tŀȅƳŜƴǘέ ǎŎǊŜŜƴ ǿƛƭƭ ǎƘƻǿ ǘƘŜ ǇŀȅƳŜƴǘ ŀƴŘ ŎƻƴǘŀŎǘ ƛƴŦƻǊƳŀǘƛƻƴ ǘƻ ǾŜǊƛŦȅ ƛǘ ƛǎ ŎƻǊǊŜŎǘ ōŜŦƻǊŜ ǇǊƻŎŜǎǎƛƴƎ 

the payment and has one mandatory field: 

a) Terms of use ς click the box to accept the terms. 

29) /ƭƛŎƪ ά/ƻƴǘƛƴǳŜέ. 

30) ¢ƘŜ ά9ƭŜŎǘǊƻƴƛŎ LƴǎǳǊŀƴŎŜ tŀȅƳŜƴǘέ ǎŎǊŜŜƴ ǿƛƭƭ ŀǇǇŜŀǊ ǘƻ ŎƻƴŦƛǊƳ ǘƘŀǘ ǘƘŜ ǇŀȅƳŜƴǘ Ƙŀǎ ōŜŜƴ ǇǊƻŎŜǎǎŜŘΦ  

31) /ƭƛŎƪ ƻƴ ά.ŀŎƪ ǘƻ 9¢Cέ ǘƻ ǊŜǘǳǊƴ ǘƻ ǘƘŜ hb9 tƻǊǘŀƭΦ 

  



 

 

 

Step-by-Step Instructions with Visuals 
 

 

 

  

Click here to begin 

using HIIS 



 

 

 

  

Type your User ID and Password 


