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Today’s Objectives
• Claiming Timeline

• What to do when a quarter ends

• Claiming File Extract, modification, naming convention, and upload

• Adding Materials & Supplies or Consultant Costs

• Calculating and completing the claim

• Updating claiming information after claim completion

• A19-1A (A19) Invoice form

• Certified Public Expenditure (CPE) local match form

• Live claiming demonstration

• Questions & Answers
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Claiming Timeline
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Quarter Ends
Q1–9/30   Q3–3/31
Q2–12/31  Q4–6/30

UMMS 
System 
Build

Claim

• Districts gather actual (not 
projected) participant 
salary/benefit information

• Districts extract claiming 
file from the RMTS system

• Districts modify claiming 
file to prepare for file 
upload.

• Districts upload claiming 
file into system.

HCA/UMMS 
conduct 

Quarterly QA/QC

• HCA codes last moments
• UMMS runs error reports
• If any, errors are fixed by 

HCA
• UMMS calculates RMTS 

results
• HCA notifies Districts that 

claiming is ready

• Districts “Calculate” and 
“Complete” claim.

• HCA conducts claim review
• HCA asks district clarifying 

questions or for CPE/A19
• District provides requested 

information
• HCA finalizes claim
• Claim sent for payment (30 days)



Claiming File Extract
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1. Click on “Administrative Claiming”
2. Click on “File Extract”
3. Select the Claiming “Year” and “Quarter”
4. Click “Submit” 



Claiming File and Modifications
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This is the initial layout of the claiming file. Let’s make some changes:
• Delete columns:

D – Email Address E – Job Pool 
G – Job Type E or C
J – Work Schedule K – Supervisor Email #1
L – Supervisor Email #2 M – Supervisor Email #3
N - Building



Claiming File and Modifications
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Your file should now look like the above. Just a few more modifications:
• Add Columns:

G – Salary
H – Employer Paid Benefits

• Modify Column Heading:
E – “Active Yes or No” to “Active Y or N”

*Note - Make sure you enter the actual salary and benefit figures for your participants.



Claiming File naming convention
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No CoS due 
to calendaring 
errors.

No CoS if a 
participant 
wants to drop 
out mid-quarter

Save the claiming file to your computer and use the following naming convention:

HP_CC_WA-SCHOOLS_

*Provider Number – 3 to 5 characters – i.e. 12345, K1234
*Quarter – the quarter in which you are claiming – i.e. 1, 2, 3, or 4
*Year – the fiscal year in which you are claiming – i.e. 2017, 2018, etc.
*Version – two digit number representing the file number – i.e. 01, 02

Your file name will look something like this:
HP_CC_WA-SCHOOLS_12345_1_2018_01

*Note - Save file as an .xls file (Excel 97–2003 workbook) to avoid file upload errors

provider number_quarter_year_version



Uploading the Claiming File
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1. Click on “Administrative Claiming”
2. Click on “File Upload”
3. Click on “Browse” and find your claiming file
4. Click “Upload” 

*Note* Don’t forget to change the claiming year!



Uploading the Claiming File
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Review Status
1. Preview Queue – System is loading data
2. Review – Data Loaded, needs to be verified

a. Click “Review”
b. Check the “Verified Upload” box
c. Click “Upload”

3. Upload Queue – Finalization of data
4. Successful – Claim is ready for calculation



Entering Materials & Supplies or Consultant Costs
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1. Click on “Administrative 
Claiming”

2. Click on “Data Submission”
3. Click on “Not Received” for 

“Material and Supplies Costs” 
or “Consultant Services Costs

4. Enter amount
5. Click on “Save”



Calculate the Claim
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1. Click on “Administrative Claiming”
2. Click on “Claim Calculation”
3. Click on “Calculate

*Note*  Don’t forget to change the claiming quarter and year!

Your info was received!



Calculate the Claim
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1. Notice the claim status – Calculated

2. Notice the “Net Claim Amount”

3. Click on “Complete”

1. Notice the claim status – Complete
2. HCA staff can “Return to re-calculate”.

a) This unlocks the claim
b) You can update salary/benefits
c) You will need to click “calculate” 

and “complete”
d) This will complete claim 

recalculation



Updating Salary/Benefit information
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1. Click on “Administrative Claiming”
2. Click on “Data Submission”
3. Click on “Calculated” for “Salary”

4. Click on the last name of the participant you want to update info for



Updating Salary/Benefit information
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1. Update the “Original Salary” & “Quarterly Salary” for salary
2. Update “Other” for benefits
3. Click on “Next”
4. Click on “Close”

$16,000

$6,000

$16,000



What now?

• HCA staff will conduct a claim review
– May include communications asking clarifying questions

• Upon claim review completion, HCA staff will ask for:
– Certified Public Expenditure (CPE) local match form
– A19-1A (A19) Invoice
– Send these to the MAC program specialist who emailed 

you. Also, “cc” the mac@hca.wa.gov inbox.
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A19-1A Invoice
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1. Click on “Administrative Claiming”
2. Click on “Reports”
3. Click on “A19 Form”
4. Select the Claiming “Year” and “Quarter”
5. Click on “View as PDF”



A19-1A Invoice
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Signing Authority

Signing Authority Title Date

Coordinator Phone # Date

1. District information
2. Claiming information
3. Signing Authority Section
4. Coordinator Section



$5,500

$5,500

Certified Public Expenditure (CPE) form
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ABC School District
K1234
April – June 2017

Net claim amt Net claim amt Auto Sum

Name of funding source 1
Name of funding source 2

Funding source 1 Acct Code
Funding source 2 Acct Code

Source 1 Amt
Source 2 Amt

Auto Sum

Signing Authority Date Signing Authority Title

Signing Authority Name Signing Authority Phone

$11,000 $11,000 $22,000

General Apportionment

School or Local Levy

3100 $5,500

1100 $5,500

$11,000
$0.00

Current summation of funding sources

Remaining funding to account for



Live Claiming Demonstration
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Questions?

HCA MAC program website:
https://www.hca.wa.gov/billers-providers/programs-and-services/medicaid-
administrative-claiming-mac

MAC email:
mac@hca.wa.gov

Jonathan Rush
School District MAC Program Manager 
Jonathan.Rush@hca.wa.gov
Tel: 360-725-1842
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Laura Pierpoint
School District MAC Program Specialist
Laura.Pierpoint@hca.wa.gov
Tel: 360-725-1665


