WHAT TO DO WHEN YOU GET ERROR MESSAGE 
“WEB PASSWORD HAS EXPIRED”
1. Go to www.nhmedicaid.com
2. Click on “Transaction Services”
3. Click on “Production Login”
4. Enter your Trading Partner ID# for the “User ID” (Trading Partner

ID’s are nine digits long, beginning with an “8.”)
5. Enter your web password (selected originally when you set up security questions for your Trading Partner ID.)
6. Click “Log In” (You will be prompted to enter a new password
and confirm it.)
7. Enter a new password, ensuring you use at least 6 characters

(alphanumeric characters only, no symbols or punctuation.)
8. Click “Continue” (You will then be taken to a page that allows

you to upload or download.)
9. In the upper right-hand portion of screen click “Log Off”
10.  Now open the Provider Electronic Solutions software program.

(Please note: Changing the password on the web does NOT change the password to open the software program.)
11.  From the Main Menu at the top of the screen, select “Tools”
12.  Under the “Tools” menu, click on “Options” (DO NOT click on “Change Password” as that function does not pertain to the web password, it pertains to the software password only.)
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13.  On the “Batch” tab you will see a “Web Password” field on the right-hand side of the screen, next to “Submitter ID.” Enter the new web password you created on the website.
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14.  Click “SAVE.”  The screen will save and close.  (DO NOT click “Close” or the screen will close without saving the changes.)

**This will need to be done approximately every 30 days or so.  (Web passwords for all Trading Partners expire at random intervals.)**
IMPORTANT NOTE:  If after following these instructions you have another failed submission, check your Communication Log for error messages.  If you receive an error message stating “user authentication failure” that means that the web password listed on the “Batch” tab in the software does not match your Trading Partner web password.    Try all steps again please.
