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Manage Provider Data 

The “Managing Provider Data” How To provides instructions on: 

 Introduction ........................................ 2 

 Step 1:  Basic Information .................. 4 

 Step 2:  Locations ............................... 7  

 Step 8:  Contract Details ................... 15 

 Step 15:  Payment Details ................ 16 

 Step 16/17: Submit for Review ......... 22 
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Introduction 

As a social service provider, your provider information is preloaded into ProviderOne based on your DSHS  

contract information.   

1. Your lines of business are combined  
within a single domain, which is  the 
7 digit ProviderOne ID that you used 
to log in.  This domain includes all 
the social service contracts linked to 
your tax identification number. 

Provider Portal 

1 

2. To view and modify your provider 
data, click on Manage Provider  
Information 

2 Click on 
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Introduction 
3 View/Update Provider Data Page 3. The View/Update Provider  

Data page appears 

5. The first time you view this page 
the status of all the steps is  
complete 

4. As a social service provider, you 
will need to check the data in the 
following steps: 

 Step 1:  Basic Information 

 Step 2:  Locations 

 Step 8:  Contact Details 

 Step 15:  Payment and  
Remittance Details 

 Step 16/17:  Submit Modifica-
tions for Review 

Note:  Viewing or modifying steps 3-7 and9-14 is 

not recommended and could result in changes to 
the status of the step and payment difficulties. 

5 

4 

4 

4 

6. If you made a modification but 
would like to cancel it, click on 
Undo Update prior to Step 16 
submitting the changes. 

6 Click on 



 

Managing Provider Data (Feb. 24, 2015)  4 of 23 

Step 1:  Basic Information 

1 View/Update Provider Data 
1.  From the View/Update Provider Data page  

2.  Click on Step 1:  Basic Information 

2 Click on 

3.  The Provider Details Pop-up appears 

3 Provider Details 

4.  Tax Numbers 

4

4b 

a.  Federal Employer Tax Number 

b.  Corporate Tax Number 
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Step 1:  Basic Information 

Provider Details 

4 

5. Check your domain’s primary email  
address 

6. If the email is correct, click on cancel 
to return to the last page 

6 Click on 

7. If the email is not correct,  

a. Enter new email address 

b. Click on OK 

7b Click on 

7a Enter 

To ensure that you receive 
ProviderOne electronic  
communications, it is important 
to keep your primary domain 
email address up to date. 

5 
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Step 1:  Basic Information 

8 View/Update Provider Data Page 8. The View/Update Provider  
Data appears 

9.  If you did not modify any data and 
used Cancel to close the pop-up, the 
Modification Status will be blank  

10. If you modified data and used OK to 
close the pop-up, the Update will  
appear in the Modification Status  

9 

10 
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Step 2: Location 

1 View/Update Provider Data 

1.  From the View/Update Provider Data page  

2. Click on Step 2:  Locations 

2 Click on 

3. The Provider Locations Page appears 
showing all the locations within your  
domain 

3 Provider Information Page 

Locations are the physical locations or addresses where you currently 
provide social services.   

4. The Location Code (4a) is a 2 digit number that is added to your  
domain or Provider ID.  This creates a 9 digit Provider ID (4b) that is 
used for your authorizations.  All authorizations are linked to a single 
location. 

 

Most providers will have just 1 location:  “01”.  If you provide social  
service medical, you will have an “00” location.  You cannot add a  
location through ProviderOne. 

4a 

4b 

3 
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View/Update Provider Data 

5 Click on 

5. Click on 01 to check the first location  

6 Location Details Page 

6. The Location Details Page appears 

7. View and correct data as needed.  Each 
location can have a unique contact, or 
share the same contact as the domain.  
Verify the email address for this location. 

7, 7 

Authorizations are linked to locations.  When there is a new authorization, a change in an authorization, or a change in  

responsibility, ProviderOne will post a notice within the Alerts Section of the Portal page and send a message using the  

location’s contact information.  All authorization information is available within ProviderOne on the Authorization List Page.  

8. Email is the default communications  
preference.  Each location can have a  
different notification method.  Select the 

notification method.    

8 Select 

Step 2: Location 
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Step 2: Location 

9. Scroll down to view the location’s addresses 
9 Scroll 

10.  There are 3 addresses for each location: 

a. Location is the physical address of the business.  If you provide a service that requires a license that 
is connected to a specific physical location, such as an Adult Family Home, Group Home, or Compan-
ion Home, ProviderOne will not approve changes to your location address. To update this address 
contact DSHS.   

b. Mailing is the address where ProviderOne will send you mail. 

c. Pay To is the address where ProviderOne will mail your payments.  Please note:  if you have  
electronic fund transfer (EFT), this address is used as a back-up. 

10a 

10b 

10c 

11.  Click on an address to view and modify 

11 Click on 
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Step 2: Location 

9 Manage Provider Locations Page 

9. The Manage Provider Location page appears 

Greyed out text can not be modified 

10. Click on Address to edit or change address 

10 Click on 

11 Address Details Page 

11. The Address Details page appears showing the current address 

12. Enter new address  

13. Enter zip code  

14. Click on Validate Address 

12 Enter 

13 Enter 
14 Click on 
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Step 2: Location 

Address Details Page 

17. The Manage Provider Location 
Address page appears 

15. Validation populates the  
address information 

15 

15 

15 

15 
15 

16. Check the information.  If  
correct, click on OK.   

16 Click on 

17 Manage Provider Address Page 

18. Enter Start Date 

19. Click on Save 

19 Click on 

18 Enter 

20. Click on Close 

20 Click on 

If the Validate Address button results in an  
invalid address.  You can still enter the  
address you want to use,  the Validate  
Address button simply checks to see if it 
matches Post Office records and does not 
prohibit non-matches.  
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Step 2: Location 
21 Location Details Page 

22 Scroll 

21. The Location Details page appears 

22. Scroll down to view new address 

23. To view new address: 

a. Select Status from the drop down 
menu 

b. Enter “%” in search field 

c. Click on Go 

23c Click on 
23b Enter 

23a Select 

24. New Address appears with status of   
In Review 

24 

24 

25. Click on Save 

25 Click on 

26. Click on Close 
26 Click on 

24 
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Step 2: Location 

27. The Provider Locations page appears 
27 Provider Locations Page 

28. To view location modifications: 

a. Select Status from the drop down 
menu 

b. Enter “%” in search field 

c. Click on Go 

28c Click on 28b Enter 28a Select 

29. New Address appears with status of In Review 

30. Repeat review process for each location 

31. After completing process for each location click on Close 

29 

29 

31 Click on 

30 Review 

30 Review 
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Step 2: Location 
32 View/Update Provider Data Page 

32. The View/Update Provider  
Data page appears 

33. Step 2 Modification Status is 
now Updated 

33 



 

Managing Provider Data (Feb. 24, 2015)  15 of 23 

Step 8:  Contracts 

1 View/Update Provider Data 1.  From the View/Update Provider Data page 

2.  Click on Step 8:  Contracts Details 

2 Click on 

3.  The Contracts List page appears 

4.  Check the End Date and Status of your 
contract 

3 Contracts List Page 

4 

If your contract is within 2 months of expiration 
or has expired, contact the DSHS contact listed 
on page 1 of your contract. 

5.  Click on Close 

5 Click on 
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Step 15: Payment & Remittance Details 

1 View/Update Provider Data 1.  From the View/Update Provider Data page 

3. Click on Step 15:  Payment & Remittance 
Details 

3 Click on 

4.  The Payment Details page appears 

5. Each location can have the same, or  
different payment options and details.  
View and/or change the payable  
information for each of your locations. 

2 Scroll 

2.  Scroll down 

Remittance Advice (RA) is linked to a location 
and so will include only the payment details for 
a single location.  Each location will have its 
own RA. 

4 Payment Details Page 

6.  Click on a location 

6 Click on 

5 
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Step 15: Payment & Remittance Details 

7 Provider Information Pop-Up 7.  The Provider Information pop-up appears 

8.  Review payment details 

9.  Note that RA’s are retrievable 
through the Provider Portal 

8 

9 

10.  To change payment to Electronic Funds Transfer (EFT, Direct Deposit), click on 
Electronic Fund Transfer 

10 Click on 
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Step 15: Payment & Remittance Details 
11.  The Financial Institution Information appears with (if available) the saved financial information pre-

populated.  Verify the information. 

11 Financial Institution Information 

11 

12.  If there is an error or no data was populated., enter the required data: 

a. Enter Financial Institution Name 

b. Enter Financial Institution Routing Number 

c. Enter Provider’s Account Number with Financial Institution 

d. Enter Type of Account at Financial Institution 

12a Enter 12b Enter 

12c Enter 12d Enter 

13 Verify 

13.  Verify Email as the Payment Notification Preference 
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Step 15: Payment & Remittance Details 

14 Scroll 

14.  Scroll down 

15.  Verify Reason for Submission is Change Enrollment 

15 Verify 

16.  Enter name which represents an Authorized Signature 

17.  Click on OK 

18.  If you did not make any changes to the page, Click on cancel 

17 Click on 

18 Click on 

19 Payment Details Page 

19.  The Payment Details page appears 

20. To view new address: 

a. Select Status from the drop down menu 

b. Enter “%” in search field 

c. Click on Go 

20b Enter 

20a Select 

20c Click on 

16 Enter 
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Step 15: Payment & Remittance Details 

21.  The modification details appears with the status In Review 

21 

21 

Note:  You must submit an EFT Form 12-002 to  the Health Care Authority as part of activating any 
changes to your EFT.  The form is found on HCA’s web page under HCA forms.   

 

There is a ten day delay before modifications may take effect.   During this period, payments will be 
issued to the “Pay To” address for the location. 

22.   Repeat review process for each location 

23.   After completing process for each location, Click on Close 

22 Review 

22 Review 

23 Click on 

21 
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Step 15: Payment & Remittance Details 
24 View/Update Provider Data Page 24. The View/Update Provider  

Data page appears  
showing update 

24 
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Step 16/17: Submit Modifications 

1 View/Update Provider Data 1.  From the View/Update Provider Data page 

3. Click on Step 16:  Submit Modifications for 
Review 

3 Click on 

4.  The Final Submission page appears 

2 Scroll 

2.  Scroll down 

5.  Click on Submit Provider Modification 

4 Final Submission Page 5 Click on 

6.  Submit Provider Modification turns gray 

7.  Click on Close 

7 Click on 6 
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8 View/Update Provider Data Page 8. The View/Update Provider  
Data page appears showing  
update 

9 

Step 16/17: Submit Modificaitons 

9.    The In Review status appears 

9 

10.  Click on Close to return to the 
Provider Portal 

10 Click on 

Note:  After submitting your modifications, 
further edits will not be permitted until HCA 
has reviewed your information. 




