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Learning Objectives

* Know where to find relevant ProviderOne for Social Services
resources, billing guides, and contact information.

* Know how to navigate the billing guides to assist you with
claiming, understanding your payments, and viewing your
authorizations.

* Have a general understanding of the ProviderOne system and
where to go within the system to perform certain actions.

Washington State Department of Social and Health Services



NadDSHS Agenda

* ProviderOne Background

* Billing Guides: Background & Purpose

* ProviderOne for Social Services Webpage

* ProviderOne Basics & Billing Guides Overview

* Who to Contact

Note: This training is not intended to go into specific detail on claiming, authorizations, and

payments. We will host additional trainings on specific topics in the near future.

Washington State Department of Social and Health Services
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ProviderOne Background et Care/uih v

ProviderOne is the electronic Medicaid & Social Services billing
system utilized by Washington State. h

Provider e

ProviderOne is managed by HCA.
Your clients’ services are authorized
by DSHS. HCA and DSHS work

ProviderOne is managed by the Health Care Authority (HCA).
HCA is our state’s Medicaid agency.

WA has been using ProviderOne since 2010 to process electronic
‘fee-for-service’ Medicaid claims submitted by Medicaid-
contracted health care providers.

together to ensure you are
successfulin understanding
Medicaid billing & payments.

WA has been using ProviderOne since 2015 to process Social
Service Medicaid claims submitted by DSHS-contracted Social

Service Providers. w

Washington State Department of Social and Health Services



Reeet DSHS

ProviderOne for Social Services Billing Guides:
Background & Purpose

* 16 guides have been B ctting Started and Billing Essentials Guide
consolidated into 4 easy-

to-read guides.

* We have created the guides Claims Guide
with YOU in mind.

* We will continue to
evaluate the clarity and

usefulness of the guides.
mmm Viewing Claim Status and Payments Guide S—

Washington State Department of Social and Health Services

Submitting and Adjusting Social Service

Submitting and Adjusting Social Service
Medical Claims Guide




DSHS

ProviderOne for Social
Services Webpage

https://www.hca.wa.gov/billers-providers-
partners/providerone/providerone-social-services

Be sure to bookmark or save this
webpage as a favorite!

The billing guides & other resources
o for Social Services Providers can be
0 °) found on HCA'’s ProviderOne for Social

Services webpage.

Washington State Department of Social and Health Services

Washington State

Health Care Huthority

Free or low-cost health care Employee & retiree benefits  Billers, providers & partners

Home > Billers, providers & partners » Leamn ProviderOne > ProviderOne for social services

Apple Health customer service phone lines down Thursday.

m n i erisis? e_oqnv

About HCA Contoct

On Thursday, June 12 from 11:30 o.m. to 3 p.m., the Apple Health (Medicaid) custormer service phone lines will be down. We opologize for any

inconvenience! View other ways to contoct Apple Health.

ProviderOne for social services

Find information for social services providers—unigue ProviderOne users who contract with the Department

of Social and Health Services (DSHS) and have their own authorization and claims submission processes,

On this page Is this page for me?
Billing guides
Additional resources

Updates and newsletters

Upcoming webinars

Jin DSHS at an upcoming webinar to review the updated billing guides and ProviderOne bosics.

+  Thursdaoy, June 12, 2035, 10 to 11:30 o.m. Register for June ulZ."
+  Tuwesdoy, June 17, 2025, 1 to 2:30 p.m. Register for June 17 [

Is this page for me?

1093 social services-only provider
1093 social services medical provider
ndividual providers (IPs)

Billing guides

The following billing guides provide step-by-step instructions on how to view sociol service outhorizations, how to submit ond adjust cloims, ond
how to view poyments. The purpose of the quides is to help social service providers and billing stoff understand the processes of ensuring clients are

eligible for zervices and to receive timely and occurate poyments for covered services.

Getti ng started and L}Il'lhg essentials _". - Cowvers ProviderOne basics and how to view authorizations

Submitting and adjusting sociol service claims L

_\_'

.
.

«  Submitting and adjusting social service medical claims [
= Viewing claim stotus and poyments .1,

Need assistance with ProviderOne or the claim submission process?

Contoct HCA's Medical Assistance Customer Service Center [MACSC) online l'_.)' orat 1-800-562-3022.

Additional resources

+  FAQ: Social service overpayments [,



https://www.hca.wa.gov/billers-providers-partners/providerone/providerone-social-services
https://www.hca.wa.gov/billers-providers-partners/providerone/providerone-social-services
https://www.hca.wa.gov/billers-providers-partners/providerone/providerone-social-services
https://www.hca.wa.gov/billers-providers-partners/providerone/providerone-social-services

Billing Guide Tips

* Use Ctrl + F to find information in the guide
* View guides online rather than printing or downloading

* In each guide you will find:
* Introduction page explaining what you will find in the guide

* Table of contents with page numbers on where to find information within
the guide

* ProviderOne general tips

* Acronyms & definitions

* Contact information

e Step-by-step directions with screenshots

Washington State Department of Social and Health Services



RegetDSHS
Getting Started & Billing Essentials Guide

This guide covers:

* ProviderOne general tips
Getting started

ProviderOne for Social Services . ingo i
Getting Started and Billing Loggmg n o
Essentials Guide e Setting up System Administrator &

additional users
| * Pay periods
Managing ProviderOne account information
* Addresses
 Contactinfo
* Signing up for electronic payments

How to view your authorization list

Washington State Department of Social and Health Services



N33 DSHS Getting Started & Billing Essentials:

ProviderOne ID

* Your ‘Domain Name’ or ‘Domain’is your 7-
digit ProviderOne ID. You will use this 7-digit ID
to log-in to ProviderOne.

Provider™y

@ | Domain Name

L  User Name

&  Password

* For claims & authorizations, you will notice your
ID is 9 digits long.

© Login

* This is your ProviderOne ID + your location code.

Note: The Domain, Username and Password

* Example: ProviderOne ID 1234567 + location code 01= fields are case sensilive.
123456701 lh_lnlock Account and Reset Password? Click
ere
* If you have multiple locations, it is important to make If you are a Client, Click here
sure services are authorized under the correct Login Problems? Click here

location.

ProviderOne login screen

Note: When contacting HCA or DSHS for assistance, you will be asked for your ProviderOne ID.

Best practice is to provide your 9-digit ID (P1 ID + Location Code).

Washington State Department of Social and Health Services



Getting Started & Billing Essentials:
ProviderOne Profiles

 Each ProviderOne domain must have at least one System
Administrator.

* System Admin is responsible for adding additional users and assigning profiles.

* You cannot submit claims or make changes to ProviderOne account while
logged in with System Admin profile.

* Profiles

* When logging into ProviderOne, you must choose a profile to login with.
* Profiles allow you to perform certain functions within ProviderOne.
* Social Services Providers & billers will have either the EXT Provider Social
Services or EXT Provider Social Services Medical profile.
* Both profiles allow you to view authorizations, submit and adjust claims,
view payment details, and make changes to the ProviderOne account. ®

Washington State Department of Social and Health Services



M#DSHS  Getting Started & Billing Essentials:

Provider Portal
* The Provider Portal is the first page you see after logging in to ProviderOne.

* All activities related to managing your account, submitting claims, and viewing
payments can be found on the left-side of the screen:

Provider’e My Inbox~

( & Muirhead, ShannaR ~  Profile: EXT Provider Social Services i Notepad & Reminder @ ExternalLinks~ & Print @ Help

ProviderOne Id/NPI : Name:

Online Services 9 (% Manage Alerts &
Payments A~ # My Reminders i
ViewFayment Filter By v Read Status | Al v |@Go BYSave Filter | ¥ My Filters
Provider ~ Alert Type Alert Message Alert Date Due Date Read

D AY AY AV AY AY
Provider Inquiry

'

Manage Provider Information No Records Found !
Initiate New Enroliment o= 5 e

i Your Recent Online Activities -~ i Calendar -~
Track Application
Provider File Upload & ‘You have logged in with muirnsr Account with IP Address 147.55.7.173

04:54 PM 2"
. Tuesday
MC Provider File Upload W Previous Site Visit: 05/05/2025 05:24°33 PM Y

i 24 Last Login Password Change: 05/01/2025 05:00:48 PM - 2025 May -
Admin ~ —
& Last login failed attempt:

Su Mo Tu We Th Fr Sa
1 2

Maintain Users s sl & o

12 13 14 15 16

Change Password

Social Services Authorization and Billing ~ 9 | 20 | 21 22 | 23 | 2
26 27 28 2% 30
Social Service Claim Inquiry Today

Social Service Claim Adjustment/Void
Social Service Billing Screen
Social Service Batch Upload

Social Service Batch Upload Status

Washington State Department of Social and Health Services




Reget DSHS Getting Started & Billing Essentials:

Managing Provider Information

* From the Provider Portal, clickon

............

¢ M an age PI’OVi d er I nfO 'm at| on ’. B o s Q This screen is called the

Payments A

Frevider

'Business Process Wizard':

* Click on each ‘Required’ step to ”"" L
view information and make —
changes as needed.

Mylnbox Authorization List 3 Inquire Claims Provider List FAOI Modification

ProviderOne Id/NPI : Name:

i#f  View/Update Provider Data - Facility/Agency/Organization/Institution

I Business Process Wizard I Provider Data Modification (Facility/Agency/Organization/institution). In order to finalize submission o

* New providers must review :
account information after their S o

. . [ Step 2: Localions Required 08/26/202(

account is activated and make
] Step 4. Ownership & Managing/Controlling Interest details Required 08/26/202(

C h a n ge S a S n e e d e d . (] Step 5: Licenses and Centifications Optional 08/26/202C
[ Step 6: Training and Education Cptional 08/26/202C

. [ Step 7: Ide Cptional 08/26/202C

* Current providers are encouraged
] Step 9: Fe Tax Details. Required 08/26/202(C

to revi eW t h e i r a C C 0 u nt ) Step 10: EDI Submission Methad Optional 0B/26/202(
() Step 11: EDI Billing S are Details Optional 08/26/202(

° ° (] Step 12: E Optional 08/26/202(
iInformation annually to make sure
° ° ] Step 14; S on Cptional 08/26/202C
It I S u p —to — d ate . (] Step 15: P Jetails Required 08/27/2024
[ Step 16: Complete Enroliment Checklist Required 10/25/2023

] Step 17: Final Steps Required 08/26/202C

view Page: 1 (0] EFa t B0 SaveToXLS

Washington State Department of Social and Health Services



R(DSHS Getting Started & Billing Essentials:

Managing Provider Information, continued

° P rovi d e rS a re a uto m at i C a lly S i gn e d u p (W] X Muirhead, Shanna = Profile: ProviderOne View Only-Include all administrations

Mylnbox Authorization List > Inguire Claims Provider List FAOI Modification

to receive paper checks (warrants).

. m = Paguired Credential € Unii Updata | [0 Camnsiication Histor
*  Checks are mailed to the ‘Pay-To’ address _ _ - e S
] Viewl/Update Provider Data - Facility/Agency/Organization/institution

l'l Ste d I n P rOVI d e rO n e‘ Business Process Wizard - Provider Data Madification (Facility/Agency/Organization/Institution). In order to finalize submission o

. . . [ Step Required La:

* Clickonthe ‘Locations’ step to review the O e R o

1 1 il & _ ‘ | Step 2: Locations Required 08/26/202C

P hyS I Ca l Locatl O n ’ M a I ll ng, Pay TO [} Step 3: Specializations Required 08/26/202C

a d d resses fo r ea C h locati O n . ] Step 4: Ownership & Managing/Controlling Interest details Required 08/26/202(

] Step 5: Licenses and Certifications Cptional 08/26/202(

[J Step 6: Training and Education Optional 08/26/202(

[ Step 7: |dentifiers Optional 08/26/202C

(] Step 8: Contract Details Optional 08/26/202C

[T} Step 9: Federal Tax Details Required 08/26/202C

. . . ) Step 10: EDI Submission Method Optional 08/26/202(

i P rOVI d e rS C a n S I gn u p to re C e |Ve [ Step 11: EDI Billing Software Details Optional 08/26/202(
. o . [0 Step 12: EDI Submitter Details Cptional 08/26/202(

e le Ct ro n I C p aym e ntS (d I re Ct d e p O S It) [) Step 13: EDI Contact Information Optional 08/26/202C
(] Step 14: Servicing Provider Information Optional 08/26/202(

by l. k. g t h ‘P y t d (] Step 15: Payment and Remittance Details Required 08/27/2024
C I C I n O n e a m e n a n (] Step 16; Complete Enroliment Checklist Required 10/25/2023

Remittance Details’ step. _

View Page: 1 ® EFa 1 & saveToXLS



¥3{DSHS  Getting Started & Billing Essentials:

Managing Provider Information, continued

* |f a‘Required’ step is showing as
¢ I n C O m p lete ” yo u m u St f#  View/Update Provider Data - Facility/Agency/Organization/Institution

Business Process Wizard - Provider Data Modification (Facility/Agency/Crganization/Institution). In order to finalize submission of your requested changes, you must complete the FINAL Step - Submit Modification Request for Re

C O m p let e t h e St e p b efo re 0 step Required Last Modification Date Last Review Date Status

L
[ Step 1: Basic Information Required 05/01/2025 05/01/2025 Complete
M h [ Step 2 Locations Required 05/01/2025 05/01/2025 Complete
m OVI n g 0 n to t e n ext Ste p o [) Step 3: Specializations Required 05/01/2025 05/01/2025 Complete
D Step 4 Cwnership & Managing/Controlling Interest details Required 05/01/2025 05/01/2025 Incomplete I
9 () Step 5: Licenses and Certifications Optional 05/01/2025 05/01/2025 Incomplete
L4 YO u WO n t b e a b le to S e e yo u r () Step &: Training and Education Optional 05/01/2025 05/01/2025 Incomplete
. [) Step 7: Identifiers Optional 05/01/2025 05/01/2025 Incomplete
C h a n ge S rl g ht a W a y YO u m u St [ Step & Confract Details Optional 05/01/2025 05/01/2025 Incomplete
¢ () Step 9: Federal Tax Details Required 05/01/2025 05/01/2025 Incomplete
b 't t h d M f M t M t H C A () Step 10: EDI Submission Method Not Required 05/01/2025 05/01/2025 Incomplete
S u m I e m O I I C a I O n O () Step 11: EDI Billing Software Details Not Required 05/01/2025 05/01/2025 Incomplete
. () Step 12: EDI Submitter Details Not Required 05/01/2025 05/01/2025 Incomplete
fo r reVI eW & a p p rova l ° () Step 13: EDI Contact Information Not Required 05/01/2025 05/01/2025 Incomplete
(7] Step 14: Servicing Provider Information Optional 05/01/2025 05/01/2025 Incomplete
. () Step 15: Payment and Remittance Details Required 05/01/2025 05/01/2025 Incomplete
® I m p O rta nt ! Afte r m a kl n g a ny () Step 16 Complete Enrollment Checklist Required 05/01/2025 05/01/2025 Incomplete
() Step 17: Final Steps Required 05/01/2025 05/01/2025 Incomplete

changes, click ‘Final Steps’ to
submit the changes to HCA for
review.

Washington State Department of Social and Health Services



Reget DSHS . . .
Getting Started & Billing Essentials:

Managing Provider Information, continued

* After you submit your changes to HCA,
your ProviderOne account will show as v‘v

‘ H CA_ I n R eVi eW ’. FroviderQne Id/NFI Name: | Review Status: HCA-In Review |
=» Required Credentials € Undo Update Y communication History
° Wh i le th e a C C O u nt Stat u S i S ¢ H CA— I n #  View/Update Provider Data - Facility/Agency/Organization/Institution

Business Process Wizard - Provider Data Modification (Facility/Agency/Organization/Institution). In order to finalize submission of your requested changes, you must complete the FINAL Step - Submit

Review’, you can submit claims, but you = e

. [ Step 1: Basic Information Required 06/23/2022 06/23/2022 Complete
WI ll n Ot b e a b le to m a ke a ny Ot h e r C h a n ge S [) Step 2: Locations Required 05/19/2025 06/23/2022 Complete
. [) Step 3: Specializations Required 06/23/2022 06/23/2022 Complete
to your account until H CA processes the ) Sep & Ownersip & ManagingControlingnsres defas T oozv2022 oerz2022 S
. . . l_' S'.ED 5 Licenses and Certifications Optlonal 06/23/2022 06/23/2022 \I'ICOITIDlEIe
m O d |f| C at | O n . () Step & Training and Education Optional 0612312022 06/23/2022 Incomplete
() Step 7: Identifiers Optional 06/23/2022 06/23/2022 Incomplete
[ Step 8: Contract Details Optional 06/23/2022 06/23/2022 Complete
® TO C h e C k O N t h e Stat u S Of yo ur (] Step & Federal Tax Details Required 06/23/2022 06123/2022 Complete
. m. . . . [) Step 10: EDI Submission Method Not Required 06/23/2022 06/23/2022 Incomplete
m O d |f| C at | O n , O r |f yo u n e e d h e lp W | t h () Step 11: EDI Billing Software Details Not Required 06/23/2022 06/23/2022 Incomplete
. . () Step 12: EDI Submitter Details Not Required 06/23/2022 06/23/2022 Incomplete
m a kl n g C h a n ge S , C O n ta Ct H CA’S Offl C e Of (] Step 13: EDI Contact Information Not Required 06/23/2022 0612312022 Incomplete
l" S'.ED 14: Ser\-‘icmg Provider Information Optional 06/23/2022 06/23/2022 \ncomplete
P rovi d e r E n ro llm e nt at () Step 15: Payment and Remittance Details Required 12/18/2024 06/23/2022 Complete
[) Step 16: Complete Enroliment Checklist Required 10/25/2023 10/25/2023 Complete

1-800-562-3022 ext. 16137 or
ProviderEnrollment@hca.wa.gov.

Washington State Department of Social and Health Services
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Reget DSHS

Getting Started & Billing Essentials:
Pay Periods

* ProviderOne makes weekly payments.

* Claims entered into ProviderOne by 5 p.m.
Tuesday (Pacific Time) should pay the same
week on Friday or the following Monday.

* Holidays, ProviderOne maintenance, and how you 8 5 ” n = 3 "
receive payments (check vs electronic payment)
may impact this. = | emaasom ™ © > Ppossible pay day’” =
* Providers are encouraged to set up a billing
routine that best meets their needs and also = .
. . . . s e payday Example: Claims submitted by 5pm on Tues,
aligns with the services they are authorized to 6/17 should pay on Eriday, 6/20 or Monday, 6/23.

: Claims submitted after 5pm on Tues, 6/17 will pay
p rovi d €. the following Friday, 6/27 or Monday. 6/30.

Washington State Department of Social and Health Services



Na(DSHS Getting Started & Billing Essentials:

General Tips

* Make sure pop-up blockers are turned off
[ ) HOW to tu rn Off DO p_up blocke rS @C 2% providerone.wa.gov/ssoecams/C

Ca HCLA Bookmarks g8 3 HCA Resources oo

* Do not use the back button on your browser.
Use the controls within ProviderOne (‘Close’,
‘OK’, ‘Cancel’, & path along top of screen).

* You must change your password every 90 days.

* See the billing guides for more tips.

Washington State Department of Social and Health Services
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%#DSHS  Getting Started & Billing Essentials:

Viewing Your Authorization List

Provider™y o My Inbox ~

C) L Muirhead, ShannaR ~  Profile: EXT Provider Social Services Medical

% Provider Portal

ProviderOne Id/NPI : ) Name:

 Your authorization list shows
authorizations for each of your ——
ClientS. Provider

Online Services & Manage Alerts

i# My Reminders

Filter By v

Admin

> ¢|¢| ¢ (D

Alert Type

AV

° It iS i m po rta nt to fa m i li a rize Social Services Authorization and Billing
yourself with your authorization T
list so yOou Ccan ea Si ly ide nt|fy s Ly e i Your Recent Online Activities
when there may be an issue A~ e T T
that could affect your A R e
payments. Social Service Retrieve Saved Claims & Last login failed attempt.

Social Service Manage Templates

a

Social Service Create Claims from Saved Templates

Social Service Manage Batch Submission

‘ I Social Service View Authorization List I

Washington State Department of Social and Health Services



DSHS  Getting Started & Billing Essentials:
Viewing Your Authorization List, continued

(V] L Muirhead, Shanna R =  Profile: EXT Provider Social Services Medical E Notepad A Reminder @ External Links~ & Print @ Help

Provider Portal 3 Provider Authorization List

@ Show Error List Retrieve Correspondence

Provider Authorization List

Filter By ~ And | Filter By w And | Filter By ~ ® Go
[By5ave Filter ¥ My Filters~=

Partial
Service Case
Authorization Line Suffix Provider Service Unit  Billing Client Last Business Error FirstError Month
Client ID Client Name Code Modifier Start Date End Date Rate Units Manager Case Manager Email
0 # # # ID Code Type Type Responsibility Updated  Status Status Date Error
. AY AY Description AY AY AY AY AY ame AT
AY AY AY AY AT AY AW AT AY AY AY AT (Yes/No)
AT AV
AY
) 3 (51 T1019 Personal care U6 09/01/2024 08/31/2025 $10.29 576 1/4 Monthly £157.00 04/30/2025 Approved Mo No
serper 15 Hour Recurring Error
min
6 3 T1019 Personal care U6 07/01/2024 05/31/2025 $10.29 492 1/4 Monthly $0.00 04/30/2025 Approved Mo No
ser per 15 Hour Recurring Error
min
O 1 2 H2014  Skills train us 07/01/2023 05/31/2025 $12.86 25 14  Monthly  $0.00 04/30/2025 Approved No No
and dev, 15 Hour Recurring Error
min
| 6 1 H2014  Skilis train us 10/28/2024 06/30/2025 $12.86 100 1/4  Monthly $0.00 04/30/2025 Approved No No
and dev, 15 Hour Recurring Error

min
min
View Page: | 2 © Go | | [ Page Countl] | fd SaveToXLS Viewing Page: 1 & First | € Prev > Next !

* To see past orinactive authorizations, or to search for authorizations for specific clients, use the ‘Filter
By’ function.

* Click ‘Save ToXLS’ to save this info to an Excel worksheet. Saving the list to Excel will assist you when entering
your claim data in ProviderOne.

Washington State Department of Social and Health Services



ResetDSHS  Getting Started & Billing Essentials:

Viewing Your Authorization List, continued

o L Muirhead, Shanna R ~  Profile: EXT Provider Social Services Medical K Notepad A Reminder @ External Links~ = Print © Help

Provider Portal % Provider Authorization List

[« R @ Show Ermor List | (& Retrieve Correspondence

] Provider Authorization List -~

Fitter By - And | Filter By ~ And | Filter By ~ ® Go

[Psave Filter ¥ My Filters~

Partial
Service Case
Authorization Line Suffix Provider Service Unit  Billing Client Last Business Error jFirst Error Month
Client ID Client Name Code Maodifier Start Date End Date Rate Units bl Manager Case Manager Email
OJ # # # ID Code _ Type Type Responsibility Updated Status  Status Date Error
. AY AY Description AY AY AY AY AY Name AY
AY AT AY AY AY AY AT AV AY AY AY AY (Yes/No)
AY AY
AY
) 3 [} Ti019 Personal care UG 09/01/2024 08/31/2025 $10.29 576 1/4 Monthiy $157.00 04/30/2025 Approved No No
ser per 15 Hour Recurring Error
min
6 ] T1019 Personal care U6 07/01/2024 05/31/2025 $10.29 492 1/4 Monthly  $0.00 04/30/2025Approved No No
ser per 15 Hour Recurring Error
min
C 1 2 H2014  Skills train us 07/01/2023 05/31/2025 $12.86 25 1/4  Monthly  $0.00 04/30/2025)Approved No No
and dev, 15 Hour Recurring Error
min
| 6 1 H2014  Skills train us 10/28/2024 06/30/2025 $12.86 100 1/4 Monthly %0.00 04/30/2025 Approved  No No
and dev, 15 Hour Recurring Error
min

* Your authorizations must be in ‘Approved’ and ‘No Error’ status before you can provide and claim
for services.

* If an authorizationisin ‘Canceled’ or ‘Error’ status, you must contact the client’s case manager before
providing services.

Washington State Department of Social and Health Services



ResetDSHS  Getting Started & Billing Essentials:

Viewing Your Authorization List, continued

o L Muirhead, Shanna R =  Profile: EXT Provider Social Services Medical E Notepad A Reminder @ External Links~ & Print @ Help

» Provider Portal 5> Provider Authorization List

LECM @ Show Error List | (& Retrieve Correspondence

] Provider Authorization List

Fitter By ~ And | Filter By ~ And | Filter By ~ ® Go
[Aysave Filter ¥ My Filters~

Partial
Service Ca
Authorization Line Suffix Provideg Service Unit  Billing Client Last Business Error FirstError Month
Client ID Client Name Code Modifier Start Date End Date Rate Units Manager Case Manager Email
0 # # # ID Code Type Type Responsibility Updated  Status Status Date Error
. AY AY Description AY AT AY AT AY Name AY
AY AV AY AY AT AT AY AY AY AT {Yes/No)
AY
AY
) 3 6 T1019 Personal care UG 09/01/2024 08/31/2025 $10.29 576 Q/4  Monthly $157.00 04/30/2025 Approved No No
Ser per 15 Hour Recurring
min
6 5 T1019 Personal care UG 07/01/2024 05/31/2025 $10.29 492 Q/4 Monthly $0.00 04/30/2025 Approved No Mo
ser per 15 Hour Recurring Error
min
O 1 2 H2014  Skills train us 07/01/2023 05/31/2025 $12.86 25 1/4  Monthly  50.00 04/30/2025 Approved No No
and dev, 15 Hour Recurring
min
| 6 1 H2014  Skills train us 10/28/2024 06/30/2025 $12.86 100 /4  Monthly $0.00 04/30/2025 Approved No No
and dev, 15 Hour Recurring Emor
min

* Whenyou start services with a new client, or when new service lines are authorized, providers should
verify the authorized services, rates, & units are consistent with the client’s care plan/assessment.

 Rates can be verified against published rates found here: https://www.dshs.wa.gov/altsa/
management-services-division/office-rates-management

Washington State Department of Social and Health Services
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%gtDSHS  Getting Started & Billing Essentials:
Viewing Your Authorization List, continued

O] L Muirhead, Shanna R =  Profile: EXT Provider Social Services Medical A Reminder @ External Links~ & Print @ Help

Provider Portal 3 Provider Authorization List

G Retrieve Correspondence

] Provider Authorization List A

Filter By ~ And | Filter By ~ And | Filter By ~ @© Go
[ save Filter ¥ My Filters~

Partial
Service Case
Authorization Line Suffix Provider Service Unit  Billing Client Last Business Error First Error Month
Client ID Client Name Code Modifier Start Date End Date Rate Units Manager Case Manager Email
0 # i # ID Code i Type Type Responsibility § Updated Status  Status Date Error
. AY AY Description AY AY AY AY AY Name AV
AY AY AY AY AY AY AT AV AY AY AY AY (Yes/No)
AY AY
AY
) 3 L T1019 Personal care U6 09/01/2024 08/31/2025 $10.29 576 1/4 Monthly § $157.00 4/30/2025 Approved No No
ser per 15 Hour Recurrin Error
min
6 5 T1019 Persanal care U6 07/01/2024 05/31/2025 $10.29 492 1/4 Monthly § $0.00 4/30/2025 Approved No No
ser per 15 Hour Recurrin Error
min
O 1 2 H2014  Skills train us 07/01/2023 05/31/2025 $12.86 25 1/4  Monthly § $0.00 4/30/2025 Approved No No
and dev, 15 Hour Recurrin Error
min
O 6 1 H2014  Skills train us 10/28/2024 06/30/2025 $12.86 100 1/4 Monthly § $0.00 D4/30/2025 Approved No No
and dev, 15 Hour Recurrin Error
min

* Thisis the amount of client responsibility you must collect from the client.
* This amount may change. If it changes, you will be notified via an authorization letter.

Washington State Department of Social and Health Services



S#DSHS  Getting Started & Billing Essentials:

Authorization Changes

* [tis important to be familiar with your authorization list in case an
authorization changes.

* An authorization may change due to:
* Rate changes (typically occur in January & July)
* Change in client eligibility
* Change in client responsibility
* Change in services

You will be notified of an authorization change via letter or a notification
in ProviderOne (depending on your communication preferences).
You can also view authorization letters in ProviderOne.

Washington State Department of Social and Health Services



%egtDSHS  Getting Started & Billing Essentials:
Viewing Authorization Letters

Provider Portal Provider Authorization List

[n Xt @ Show Error List | |G Retrieve Comespondence -

Provider Authorization List

 Click on the box next to the S o FEs v
authorization you want to view.

Authorization Line Suffix ) _ Provider Service = ]
Client ID Client Name Code Modifier Start Date End Date Rate Units
| i # i [0} Code

° N eXt, Cl_iC k O n ¢ Retrieve e e av Av . - Desc:i::tion av av av av  av
CO rreS p O n d e n C e’. » 1 3 6 T1019 z:rrioe:iascaie Us 09/01/2024 08/31/2025 $10.29 576 :1:

min
O 6 b 7019 Personal care UG 07/01/2024 05/31/2025 $10.29 492 1/4
ser per 15 Ho
min
f#f  Correspondence Retrieval Page ~

L] A liSt Of lette rS for Filler By v And | Filter By v And | Fiter By v Ang | Fiter By ~

@ Go

the authorization e

E2 VAULT KEY CORRESPONDENCE TITLE SENTBY SENT DATE JOB TYPE STATUS Media Type Authorization #

.
are displayed. & i # S 2 g & =
. PE408 Authorization Letter Administrator, Super 03/28/2025 PC File Archived Electronic

* Click on blue

PE408 Authorization Letter Administrator Super 01/0372025 PC File Archived Paper
PE408 Authorization Letter Administrator, Super 0110372025 PC File Archived Electronic
h y p e r l i n k to Vi eW PE408 Authorization Letter Administrator, Super 12/01/2024 PC File Archived Paper
PE408 Authorization Letter Administrator, Super 12/01/2024 PC File Archived Electronic
le tt e r PE408 Authorization Letter Administrator, Super 111012024 PC File Archived Paper
* View Page: 2 ©@Go | WPageCount | fid SaveToXLS Viewing Page: 1 « L4 > Next | | ¥ Last

Washington State Department of Social and Health Services
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Sample Authorization Letter

March 28, 2025

The authorization letter displays the: oo

1234 Maple Lane
Olympia, WA 98501

e Authorization #

(] Se rVi C e S a ut h O ri Ze d RE: Authorization Number:

ProviderOne 1D #: |

e Dates authorized

Dear ABC Home Care:

o . ol Information for clients receiving services from _ . The rate
¢ C ll e nt re S p O n S I b I llty (C R) a m O L| nts included on this letter is NOT the wage paid to Individual Providers. It is the total rate paid to
the company to cover all expenses including wages, benefits, taxes, and administrative costs.

° Th e C R a m O u nt iS d ed u Cted fro m C la i m S i n Similarly, the rate included on this letter for any other provider is not necessarily the wage paid to

the provider's employees.

P rOVi d e rO n e This is to notify you your authorization has been modified:
. ABC Home Care - 01 +is authorized to provide the following service(s) for
* You must collect CR from the client

T1019 U6 Personal care ser per 15 min from 09/01/2024 to 08/31/2025 at the rate of $10.29 per 15
minutes. Payment may be made for a maximum of ( 576 ) 15 minute units up to a maximum of
$5.927.04 per month. You are allowed 144 hours per month at the hourly rate of $41.16.

o Case manager Contact information *You must claim in 15 minute units.

is responsible for paying you an amount each month. This amount will be deducted
rom your payment before it is issued. Do not collect more than the cost of the services authorized

and provided. The total amount to be paid by includes:
Month & Year Client Responsibility
Sep-2024 $152.00
Oct-2024 $152.00
Nov-2024 $152.00
Ma~ 2004 L R T

Washington State Department of Social and Health Services
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=

Submitting and Adjusting Claims

Do IderOne for Soclal Services These two guides show how to:
Social Service Claims Guide o Smelt ClaimS
* Create claim templates

=  Submit batch template claims
 Submit a .dat batch file (hon-medical
Prouderone orSodalServies - Providersonly) -
Service Medical Claims Guide * Adjust and void paid claims

| e Resubmit denied/voided claims

Washington State Department of Social and Health Services




Submitting and Adjusting Claims:
Claim Submission Methods

Basic bill: This process is also known as direct data entry (DDE) billing. You fill in all required
billing information on each claim.

Claims from saved templates: This process allows you to create claim templates with
previously saved information. This helps eliminate errors by reducing the amount of data entry

for each claim.

Template Batch: A group of claims which share the same date of service. Allows you to create
a group (batch) of templates, change the date of service on all the templates at the same time,
and submit the batch all at once.

Batch Upload: This process allows providers to extract billing data elements from their current
timekeeping and/or billing software and upload the claim(s) data into ProviderOne.

* Social Service (non-medical) providers use the “.dat” file batch upload process.
* Social Service (medical) providers use the “HIPAA” batch upload process.

* Questions about both the .dat batch upload & HIPAA upload process should be directed to HCA’s HIPAA
Help Desk at hipaa-help@hca.wa.gov.

Washington State Department of Social and Health Services
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Submitting and Adjusting Claims:
Provider Portal

Social Service Providers (hon-medical)

My Inbox ~

Provider®;n0

C) 1 Muirhead, ShannaR ~ Profile: EXT Provider Social Services

> Provider Portal

ProviderQne Id/NPI :

Provider File Upload
MC Provider File Upload

Admin -~

Change Password

Maintain Users

Social Services Authorization and Billing

Social Service Claim Inquiry o]

Social Service Claim Adjustment/Void
Social Service Billing Screen

Social Service Batch Upload

Social Service Batch Upload Status
Social Service Resubmit Denied/Void
Social Service Retrieve Saved Claims
Social Service Manage Templates

Social Service Create Claims from Saved
Templates

Social Service Manage Batch Submission

Name:

A You have logged in with muirhsr Account with IP Address 147.55.7.173
W Previous Site Visit: 05/01/2025 05:00:18 PM
24 Last Login Password Change: 05/01/2025 05:00:48 PM

@ Last login failed attempt:

Note: Social Service Medical providers
will utilize the ‘Claims’ section to
submit and adjust claims.

However, they may need to utilize the
‘Social Services Auth & Billing’ section
for some claim submissions (i.e., to
bill for non-medical codes like a bed-
hold).

Social Service Providers (medical)

m&'ﬂ My Inbox ~

(] 2 Muirhead, Shanna R ~ Profile: EXT Provider Social Services Medical

% Provider Portal

ProviderCOne Id/NPI : 2

Online Services

Name: __

Q & Manage Aleris

Claims

Claim Inquiry

Claim Adjustment/Void

On-line Claims Entry

On-line Batch Claims Submission (837)
Resubmit Denied/Voided Claim
Retrieve Saved Claims

Manage Templates

Create Claims from Saved Templates

Manage Batch Claim Submission

> |

Client

Client Limit Inquiry

Benefit Inquiry
Payments

View Payment

View Capitation Payment

Social Services Authorization and Billing

Washington State Department of Social and Health Services

My Reminders
[ Fiter By ~|[ I
Alert Type Alert Me
D AV A

Your Recent Online Activities

& You have logged in with muirnsr Account with IP Address 147.55.7.173
W Previous Site Visit: 05/05/2025 05:22:11 PM
34 Last Login Password Change: 05/05/2025 05:22:10 PM

& Last login failed attempt




W#DSHS 5, pmitting and Adjusting Claims:

Tips and Reminders

Claims must be
submitted in ProviderOne
within 365 days from the

date-of-service.

If you need to add dates
of service, you should
submit a new claim
rather than adjusting.

Adjust paid claims if you
need to change units,
rates, or remove dates.

You can resubmit a
DENIED or VOIDED claim
to have it reprocessed.
Modify the claim prior to
resubmission if needed.

Adjusting a paid claim Never complete an
can resultin no change, adjustment to a claim that
additional payment, or is in ADJUSTED or CREDIT
an overpayment to the status. You can only adjust
provider. a claim in PAID status.

Washington State Department of Social and Health Services
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Viewing Claim Status & Payments

This guide covers:

ProviderOne for Social Services * Vlewmg claim status in

Vie\gl/ing Claim Status and Payments ProviderOne
Guide

| * Viewing and understanding the

\ remittance advice (RA)

* Overpayments

Washington State Department of Social and Health Services




ReeetDSHS  Viewing Claim Status & Payments:
Claim Status Inquiry

Social Service Providers (non-medical) Social Service Providers (medical)

Provider'Sne MyAnbox:s
Muirhead, ShannaR ~ Profile: EXT Provider Social Services Medical

(&) 2 Muirhead, ShannaR ~ Profile: EXT Limited Provider Social Services 3 Provider Portal

» Provider Portal
ProviderOne [d/NPI : N:

Providerone Id/NPI : Name

— = ar caims From the Provider Portal,
s o e TR ) click on “Claim Inquiry’ to
view Social Service

Your Recent Online Activities
Track Application On-line Claims Entry

A You have logged in with muirhsr Account w

Provider File Upload On-line Batch Claims Submission (837)

e P Site Visil: 05/08/2025 08:20:37 Al
MC Provider File Upload W Previous Site Visi Resubmit Denied/Voided Claim

medical claims

24 Last Login Password Change: 02/18/2025 5 .
Admin -~ Retrieve Saved Claims
& Last login failed attempt:
Manage Templates

Change Password
Create Claims from Saved Templates A You have log

Maintain Users . .
Manage Batch Claim Submission W Previous Site

Social Services Authorization and Billing ~ 34 Last Login P:

Client ~ & Last login fai

Social Service Claim Inquiry

Client Limit Inquiry

O From the Provider Portal, i
o s e click on ‘Social Service Payments &

Social Service Batch Upload Status
View Payment

Social Service Retrieve Saved Claims C la i m I n q u i ry ’ to Vi eW bl caplta"on Paymen‘
Social Service Manage Templates S O C i a l S e rvi C e n O n - Social Services Authorization and Billing -

Social Service Create Claims from Saved Templates

Social Service Resubmit Denied/Void

Social Service Claim Inquiry

Social Service Manage Batch Submission - -
medical claims ocial Service Clam Adjusmentvord

Social Service View Authorization List

Washington State Department of Social and Health Services
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Viewing Claim Status & Payments:
Claim Status Inquiry, continued

You can search for a claim

multiple ways:

 Search by TCN (claim number),

or

* Client ProviderOne ID and
claim service period, or

= Profile: EXT Limited Provider Social Services

lder Soclal Service Clalm Inguiry Search
Please enter a Provider ID and enter available information in the remaining fields before clicking "Submit'’.

r « You may request status for claims processed within the past four years
« The Claim Service Period From and To date range cannot exceed 3 months

Provider ID:

TCM:

* Authorization # and claim

service period

Claim Service Period From:

Claim Service Pariod To:

= Required: TCN OR Client ID AND Claim Service Period (To date is optional). OR Authorization Number AND Cla

im Service Period (To Date is optiona

Washington State Department of Social and Health Services
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* Ifyoursearchis
successful, you will
see the claim
number (TCN),
Claim Status, and
Claim Payment
Amount

e Clickon blue
hyperlinked TCN to
view more details

Viewing Claim Status & Payments:
Claim Status Inquiry, continued

= Profile: EXT Limited Provider Social Services & Reminger @ External Links @ Prist @ Help
3 Provider Portnl 3 Provder Social Service €lamm Inquiry Search 3 Claim Inquiry Providers List
=
Provider D 1 1
Inquire Social Service Claims List -
Autharization From Claim Charged Claim Payment
TCN T Id ok Status RA Chent N “lient MO
K Humbes naje . |70 Duie G St 088 | paurmber Amount Amount o AL
av av arv av AT AT
av av av av av
F 1 Finalized/Payment-The camline has been
52 o0 1 0212020 DARR el Z 0B0E2020 5 8 517578 50.00 1 WA
View Page: 1 ® & SaveTexis Wiewing Paga: 1 Claim |«¢ & > »
TcN Claim Status Payment
AT
AY Amount
F1.Finalized/Payment-The AY
852 000 claimfline has been paid.
50.00
1: For more detalled
m Status Category Code: F1:Finalized/Payment-The claim/ling has been paid. Status: information, see remittance
advice,
8  Claim Details -~
Status Infarmation EMective Data: 114712021 TCN: L1
States Category Code: F1 Finalized/Payment.The camiine Fas besn pad Status: 1 For more detadled information, see remiftance advice

Service Period: From 012020 To DAZR2020

Bill Type kientifior:

Charged Amount: §175.78

Paymant Amount: §0.00

Charged Amount: $175.78

Payment Amount: $0.00

Adjudication or Payment Date: 8062020

Check Issiea or EFT Effective Date: (6062020

Check o EFT Trace Number:

Providar NOI:

Hame or Servicing Organizstion:

8  Client Data

Name: Cihentio: 1 WA

Patient Control Number

Z  PayerData

Name: WASHINGTON STATE DSHS MAR Identilication: 77045




ResefDSHS  Viewing Claim Status & Payments:
Viewing your Remittance Advice

Provider™no My Inbox ¥

T * You can also view and track claim status on the weekly
remittance advice (RA).

Provider Portal

ProviderOne Id/NPI :

Onine services o« * Claims submitted by Tuesday at 5 pm will be on that

Payments A Friday’s RA.

e l ~  * The RAshows paid, denied, adjusted, and in process
claims for claims submitted during the previous week.
A ~* You should review each RA as soon as they are available to
ensure claims paid correctly & make any adjustments as
o ’ needed.

Change Password

Maintain Users

e * RAs are available in ProviderOne for up to 4 years.

AT * Providers are required to retain Medicaid records for up to 6 years.
Social Service Billing Screen
Social Service Batch Upload

Social Service Batch Upload Status

Washington State Department of Social and Health Services
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Viewing Claim Status & Payments:
Viewing your Remittance Advice, continued

* 10 most recent - e e S e S

RA S a re f#i RA/ETRR Payment List -~
d . l d Filtgr By : - And w [olsh N Save Fitier | ¥ My Filicrs =
I S p a ye b RA'ETRR Number Check Number Check/ETRR Daie RA Data Claim Count Charges Paymant Amount Adjusied Amount Dovwnload
“v “v AT AT av - iT e av
5 2 122021 T2e20 14 58,706 .42 ¥1313.22 37 423 20
5 L 1142021 10152021 Bi F4T 31671 513,945 34 AT ITIAT
5 4 TNDT2021 10082m 181 4T 09113 57244818 E34 542 95
. M 5 B 0832021 1002021 &3 $33.7346.56 530,583.08 §53.153.78
C ll C k O n b lu e e & 0R232021 bE24r2021 &1 o660 T 527,350.56 ¥18.318.23
5 B DiE2021 oaT2o2 L] §20.369.03 519,379.71 ¥T0.588.32
M 5 1 0082021 0D F2021 70 £30.730.58 §5,060.64 £34.670.24
h y p e r l I n ke d RA § i 0022021 B30 129 20,746, 78 §64,621.10 £26, 175,62
& 032021 DE22021 T3 $45 477 34 §17,%24 58 £20. 14778
b . 5 T 0822024 D 32021 i 36,387 92 513, 1560 E2327223
n u m e r to VI eW View Pape: 2 D do | 4 Page Count | [iff SaveToXLS Viewing Page: 1 L £F ¥ raal | M Lasl

the RA. =

e Click ‘Next’ or ‘Last’ to view additional RAs.

Washington State Department of Social and Health Services



W53 DSHS Viewing Claim Status & Payments:
Viewing your Remittance Advice, continued

* After clicking on the RA you want to review, your RA will open in PDF format.

* Ifyou have Adobe Acrobat Pro, you may be able to save the RA as an Excel spreadsheet
which may be helpful when reconciling payments.
* Your RA could be multiple pages long; take note before printing!

* The RAis broken into four main sections:
* Cover page: Mailing information
Page 1: Current RA messages (ProviderOne ID w/ location code, RA date, etc.)
Page 2: Payment & Adjustment Summary (overpayments listed here)
Additional pages: Specific claim information broken down by client and claim status

 Review the Viewing Claim Status and Payments Guide and the How to View
Your Remittance Advice (RA) document for more information.

Washington State Department of Social and Health Services


https://www.hca.wa.gov/assets/billers-and-providers/p1-social-services-viewing-claim-status-payments.pdf
https://www.hca.wa.gov/assets/billers-and-providers/how-to-view-remittance-advice-ra-social-services.pdf
https://www.hca.wa.gov/assets/billers-and-providers/how-to-view-remittance-advice-ra-social-services.pdf

Reget DSHS

Overpayments occur
when a paid claim is
voided or adjusted.

Overpayments are
automatically referred to
the Office of Financial
Recovery (OFR).

If you want your
overpayment deducted
from a future claim,
contact HCA before
adjusting or contact OFR
after adjusting.

Washington State Department of Social and Health Services

Viewing Claim Status & Payments:

Overpayments

Voided claim

* When a claim is voided, it will always generate an overpayment
because DSHS has paid out money for a claim that is no longer in
paid status.

* When a claim is voided, the previously paid amount is not
automatically taken back from the provider.

* Provider must pay the $ back to DSHS.

Adjusted claim

* When a claim is adjusted, an overpayment may be generated if
the new paid amount is less than the original claim paid amount.

* Just like with a voided claim, the previously paid amountis not
automatically taken back from provider.

* Provider must pay the $ back to DSHS.




Reget DSHS

Resources and Reminders

 Be sure to bookmark the ProviderOne for Social Services webpage.

* Sign up for the ProviderOne for Social Services monthly newsletters.
Past newsletters can be found on our webpage.

* Review the ProviderOne for Social Services webpage, billing guides,
FAQs and resources to find answers before contacting HCA or DSHS.
* |f after reviewing the guides and available resources, you still need

assistance, contact either HCA or DSHS using the contact list or submit
online form. We are here to help!

Washington State Department of Social and Health Services


https://www.hca.wa.gov/billers-providers-partners/providerone/providerone-social-services
https://public.govdelivery.com/accounts/WADSHSALTSA/subscriber/new?topic_id=WADSHSALTSA_143
https://www.hca.wa.gov/billers-providers-partners/contact-us#Forsocialservicesproviders
https://fortress.wa.gov/hca/p1contactus/home/socialservice
https://fortress.wa.gov/hca/p1contactus/home/socialservice

Reget DSHS

Depending on your question,
you will contact either HCA or
DSHS

* If HCA cannot answer your
question, they will escalate to
DSHS.

Contact information can be
found on pages 4-5 in each
billing guide.

Link to contact information and
online help form can also be
found on the ProviderOne for
Social Services webpage.

Who to contact

Washington State

Health Care Authority

Search LN [ Inacrisis? @ Login v

Free or low-cost health care  Employee & retiree benefits  Billers, providers & partners About HCA Contact

Additional resources

FAQ: Social service overpayments (3
FAQ: ProviderOne setup and payment information for new providers [\

L]
-
® DSHS Electronic Visit Verification (EVWV) information and resources [ (personal care and respite care services)
L]

DSHS: How to turn off pop-up blockers [, (to access ProviderOne)

Updates and newsletters

Subscribe to the ProviderOne for social services mailing list [4 to receive our monthly newsletter and to get the latest ProviderOne updates
impacting DSHS social services providers. DSHS social services providers are also encouraged to sign up for other DSHS alerts and HCA alerts that
may impact your business.

Recent notices

Updated social service billing guides available online
06/11/2025 08:36 AM PDT

[

ProviderOne Social Services Newsletter-—-May 2025
05/21/202509:41 AM PDT

Medication assistance rule update (community-based and in-home care settings)
05/02/202502:20 PM PDT

ProviderOne Social Services Newsletter--April 2025

04/21/202502:10 PM PDT

ProviderOne Social Services Newsletter--March 2025

03/19/2025 08:25 AM PDT

ProviderOne Qutage March 8-9, 2025

03/07/202509:28 AM PST

ProviderOne Social Services Newsletter--February 2025

02/20/202508:47 AM PST

ProviderOne Social Services Newsletter--January 2025 v

Contact Related links
For all social services questions ProviderOne Billing and Resource Guide
View the HCA or DSHS contact list or submit online form [ Log in to ProviderOne [

See the ProviderOne maintenance schedule

ProviderOne discovery log


https://www.hca.wa.gov/billers-providers-partners/providerone/providerone-social-services
https://www.hca.wa.gov/billers-providers-partners/providerone/providerone-social-services

DSHS

WASHINGTON STATE
Department of Social
and Health Services

Thank you!

We want to hear from you! Post webinar survey



https://forms.office.com/Pages/ResponsePage.aspx?id=F-LQEU4mCkCLoFfcwSfXLUT95Xc_LbhGizh4f2mLGYNUNTg5TEw4NTE3NDlEUFdHOFNBQ0NIOVU3RSQlQCN0PWcu
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