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Introduction 

ProviderOne for Social Services: Getting Started and Billing Essentials Guide 

This publication takes effect January 2026 and supersedes earlier billing guides for Social Services Providers. 

Every effort has been made to ensure this guide’s accuracy. If an actual or apparent conflict between this document and a Health Care 
Authority (HCA) or Department of Social & Health Services (DSHS) rule arises, the rule applies. 

The purpose of this guide is to serve as a resource for Social Services Providers and billing staff so they can understand the process of 
ensuring clients are authorized for services and to receive timely and accurate payments for authorized services. 

This guide provides information and instructions on: 

• ProviderOne general tips and navigation

• Accessing and logging into ProviderOne

• Managing ProviderOne account information

o Viewing and updating your ProviderOne account information
o Changing how you are notified of new authorizations and authorization changes
o Viewing and changing address information for each of your locations
o Signing up for direct deposit (electronic funds transfer)

• Adding ProviderOne users
o Adding additional users to your ProviderOne account to assist with claiming or account management
o Replacing the current System Administrator

• Viewing clients' social services authorizations
o Viewing and navigating the Authorizations List
o Viewing authorization letters
o Understanding each section of the Authorization List
o Viewing authorization changes & authorization errors
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Acronyms & Definitions 
• AAA - Area Agency on Aging
• BPW - Business Process Wizard. Screen in ProviderOne where ProviderOne account information is available.
• DDCS - Developmental Disabilities Community Services. DSHS's DDCS provides services and support for individuals (children and adults) with

developmental disabilities. Prior to May 1, 2025, DDCS was known as the Developmental Disabilities Administration (DDA).
• Domain - Also known as your ProviderOne ID or ProviderOne account. ProviderOne ID, Domain, and ProviderOne account are used

interchangeably.
• DSHS - Department of Social and Health Services. State agency in charge of delivering a variety of social services, employment supports, safety

programs, and court-ordered behavioral health care.
• EFT - Electronic Funds Transfer. Claim payments are deposited directly into your banking account. Providers can sign up for EFT through

ProviderOne.
• HCA - Health Care Authority. HCA is WA State's Medicaid agency. HCA oversees the ProviderOne system.
• HCLA - Home and Community Living Administration. HCLA is a newly formed administration within DSHS effective May 1, 2025. This

administration focuses on coordinating home and community-based services to support clients in their own environments. It was formed by
merging key functions from the Developmental Disabilities Administration (DDA) and the Aging and Long-Term Support Administration (ALTSA).

• HCS - Home & Community Services. DSHS's HCS provides services for seniors and people with disabilities to promote independence and safety.
Prior to May 1, 2025, HCS was known as ALTSA.

• HIPAA - Health Insurance Portability & Accountability Act
• NPI - National Provider Identifier. Social Services (Medical) Providers are required to have an NPI. Most Social Services Provider (especially non-medical

providers) are not required to have an NPI.
• Profile - Each ProviderOne user has a profile or profiles assigned which allows them to perform certain functions in ProviderOne. Social

Services Providers/users typically have the 'EXT Provider Social Services' Profile or the 'EXT Provider Social Services Medical' Profile.
• ProviderOne or P1 - ProviderOne is the Medicaid Management Information System (MMIS) utilized by WA State.
• ProviderOne ID - A 7-digit ID assigned to each provider's ProviderOne account. Also known as the Provider Domain ID or Domain Name. The

ProviderOne ID becomes a 9-digit number when the provider's Location Code is added to the end.
• ProviderOne System Administrator - The ProviderOne System Administrator is responsible for adding ProviderOne Users (individuals who should

have access to the organization's ProviderOne account). The System Administrator is also responsible for unlocking accounts, end-dating users,
and assisting with resetting user passwords. Each ProviderOne Domain/Account must have at least one System Administrator.

• ProviderOne User - An individual given access to the organization's ProviderOne account to assist with claiming, looking up claims and
payments, and updating account information. Users are added to the account by the organization's ProviderOne System Administrator.

• RA - Remittance Advice. The RA provides details about paid, denied, adjusted and in-process claims submitted in ProviderOne.
• TCN - Transaction Control Number. A unique tracking number assigned to each claim (also known as the claim number).

ProviderOne for Social Services: Getting Started and Billing Essentials Guide 
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Contact information 
I need help with ... Contact… 

• There is no active authorization

Note: View the 'For social services providers' 
contact list for a full list of contacts. 

• The authorization is in Error
or Canceled status

• The dates, units, or rates on the
authorization are wrong 

• Signing up to receive electronic
payments (EFT)

• Updating information in ProviderOne
(location addresses, email addresses,
communication preferences)

• Social Service Medical providers only:
o Getting setup as SS medical

provider, updating business
license, taxonomy, NPI, or Dept.
of Health license in ProviderOne

 The client’s authorizing case manager 

Health Care Authority--Provider Enrollment 
Phone: 1-800-562-3022 ext. 16137 
Phones are open: Tuesdays and Thursdays from 7:30 a.m. to 4:30 p.m. (Closed 
from noon to 1 p.m.) 
Online: HCA Support Portal (see directions below) 

• From HCA Support Portal, choose 'Public Inquiry'
• Enter Secure Access Washington (SAW) login credentials

o For assistance with logging in to SAW, click the green 'Get Help'
button at the top of the login screen.

• Once logged in, click 'My Requests' to view previous requests you've
submitted to Provider Enrollment or click 'Make a Request' to enter a new
request and then choose the 'Provider Enrollment' category

• Accessing ProviderOne
• Login issues (i.e., password reset, locked out)
• Setting up additional users, profiles, or

system administrators

Health Care Authority--ProviderOne Security 
Email: ProviderOneSecurity@hca.wa.gov 
Online: HCA Secure form 

https://www.hca.wa.gov/billers-providers-partners/contact-us#Forsocialservicesproviders
https://www.hca.wa.gov/billers-providers-partners/contact-us#Forsocialservicesproviders
https://support.hca.wa.gov/hcasupport
mailto:%20ProviderOneSecurity@hca.wa.gov
https://fortress.wa.gov/hca/p1contactus/home/socialservice


mailto:%20P1_escalation@dshs.wa.gov
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ProviderOne Overview 

• ProviderOne is the payment system for most Medicaid-funded Medical and Social Services in Washington State.

• Washington’s Medicaid agency, the Health Care Authority (HCA), oversees the ProviderOne system.

• As a Social Services Provider, you will receive payment for authorized services by submitting claims in ProviderOne.

• One of the first things you must do as a new provider is ensure you have access to your ProviderOne
account (also known as your Domain).

• The next few pages explain how to access and log into your ProviderOne account.
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ProviderOne general tips 
General Notes 

• “OK” signifies a Yes response and “Cancel” a No Response
• Asterisk (*) denotes required fields

• “%” acts as a wildcard, returning information that corresponds with
the current search

o For example, if searching for authorizations for multiple
locations you could enter your seven-digit Provider ID and
add % to the end to return all authorizations for every
location under your ProviderOne domain

• Make sure your Pop-Up Blockers are turned off on your preferred
browser (i.e., Chrome, Edge) you are using to access ProviderOne

o If pop-up blockers are not turned off, it will result in errors
when trying to submit claims

o If you chose to turn pop-up blockers back on when you are
not using ProviderOne, remember to turn them back off
when you are using ProviderOne

o Each specific browser has their own instructions on how to
turn off pop-up blockers. (See Appendix A: How to turn off
pop-up blockers.

o Clearing your browser history (Cache) regularly will help
the overall performance of ProviderOne

o Clearing browser history will not delete saved favorites,
bookmarks, or passwords

• Columns can be sorted from A-Z or Z-A by using the controls below
the name of each column:

ProviderOne for Social Services: Getting Started and Billing Essentials Guide 

Passwords 
Passwords and Security Questions: 

The first time you log into ProviderOne you will be required to 
change your temporary password and create a security 
question. Please note passwords and security questions are 
case sensitive. 
When creating a password for ProviderOne they must contain 
the following: 
• Cannot be the same as your last five passwords
• Must be at least eight characters long
• Must contain at least one letter
• Must contain at least one number
• Must contain at least one of the following special

characters: !@ # $ % ^ & * ( ) _ + - < >
After three unsuccessful attempts to login, your domain will be 
locked. You can unlock and reset your password by reaching out 
to ProviderOne Security at: provideronesecurity@hca.wa.gov 

When you update your password, you will be asked if you want 
to update your secret question. You can change it at this time or 
select No. 

Note: 
As an added security measure, ProviderOne passwords 
must be changed every 90 days. 

mailto:provideronesecurity@hca.wa.gov
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How to access ProviderOne 
• Once your DSHS/AAA contract is in signed status, DSHS/

AAA sends information to the Health Care Authority
(HCA) to create your ProviderOne Domain/account.

• Once your account is activated, HCA mails you a
Welcome Letter and a link to the online version of the
ProviderOne User Access Request form.

o A link to the paper version of the form and
additional directions on accessing ProviderOne is
available on HCA's ProviderOne Security
webpage.

• You must establish a ProviderOne System Administrator by
completing the ProviderOne User Access Request form and
submitting it to HCA.

• The System Administrator is responsible for adding
additional ProviderOne users to the account as needed
and resetting passwords/assisting users with logging in.

• If you are a new employee who needs access to your
organization’s ProviderOne account to review
authorizations and submit claims, work with your System
Administrator.

https://fortress.wa.gov/hca/p1contactus/home/socialservice
https://www.hca.wa.gov/billers-providers-partners/providerone/how-do-i-access-providerone
https://www.hca.wa.gov/billers-providers-partners/providerone/how-do-i-access-providerone
https://www.hca.wa.gov/billers-providers-partners/providerone/how-do-i-access-providerone
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Log into ProviderOne 
ProviderOne System Administrators: After you submit the 
ProviderOne User Access Form to HCA, you will 
receive your ProviderOne login credentials via secure 
email. 

Additional users: Your ProviderOne System Administrator 
will add you as a ProviderOne user and  will provide you 
with your login credentials. 

• Once you have your login information,
navigate to the ProviderOne login page:
https:/ www.waproviderone.org

• Enter your login information into the corresponding fields
(as shown in the picture to the right). User Name &
Password are case sensitive.

Note: 
Your Domain Name is your seven-digit Medicaid Provider 
ID provided to you by HCA in your Welcome Letter. 

Note: Some providers access ProviderOne through 
OneHealthPort. If you access ProviderOne through 
OneHealthPort, visit the OneHealthPort website to login 
to ProviderOne. 
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ProviderOne profiles 
 

Profiles allow a user to access specific parts of ProviderOne. 
Profiles are assigned by HCA ProviderOne Security or your 
System Administrator. 

Most social service providers will see two or three 
profiles when logging in: 

EXT Provider System Administrator 

Used to manage access to ProviderOne within your 
business. This profile is not used for billing or authorization 
activities. 

EXT Provider Social Services 

Used to bill and manage Social Services claims, view 
authorizations, create claim templates, submit claims, and 
manage provider information for your business. 

EXT Provider Social Service Medical 

Used to bill and manage Social Services Medical claims 
(also known as Professional Claims), view authorizations, 
create claim templates, submit claims and manage provider 
information for your business. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note: 
Some other profiles may be available to users. Check 
with your P1 System Administrator to see if these 
profiles are applicable to your duties. 

 
When logging into ProviderOne, choose the Profile that 

corresponds to the functions you want to perform. 
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Provider Portal 
• The Provider Portal is the first screen you

see after logging into ProviderOne.

• The Provider Portal allows you to
perform activities related to claiming,
viewing authorizations, as well as
managing your ProviderOne account
information.

• In the portal you can:

o View ProviderOne alerts
o View payments
o Manage ProviderOne account information
o Change passwords (System Admins only)
o Maintain users (System Admins only)
o Look up claim information
o Adjust claims
o Submit/resubmit claims
o Retrieve saved claims
o Create & manage claim templates
o View Authorization List
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• At the top of the Provider Portal, we see information on the
current user, the profile the user is signed in with, and any
additional profiles the user has available.

Note: 
Users can select between profiles using the drop-
down option next to their name or by using the 
drop-down option in the My Inbox field. From 
there you can choose to change passwords or 
toggle between profiles. 

Log out/exit 

Current profile the 
user is using 

Additional profiles available 
to this user 
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Path 
• The path at the top part of the Provider

Portal shows the history of the pages
you have visited.

• By clicking the name of a page, you
return to that page.

• The Path and ProviderOne control
buttons are used for navigation when
using ProviderOne. Using browser
controls can cause errors later in your
session.

Hiding Sections 
• ProviderOne gives you the option to

close/hide sections of the Online
Services menu.

• You can hide sections by clicking on

the arrow ^ next to each section.
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How do I unlock my account/reset 
my password? 

 
 
         If you are having trouble logging into ProviderOne: 
 

• From the ProviderOne login page, click Unlock Account and Reset 
Password? Click here 

• You will be required to correctly answer the following password reset 
questions before a temporary password will be sent to the email 
address in your user file. The security questions are: 

o Secret Question (case sensitive) 

o Date of Birth (mm/dd/yyyy) 

o Last Name (case sensitive) 

• If you get an error message saying your security questions are 
incorrect, contact your organization’s ProviderOne System 
Administrator for verification. If you are System Administrator, use 
the online form to contact HCA: 

o ProviderOne contact form for social service providers 

• If you are the sole System Administrator of a domain, ProviderOne 
Security can assist with unlocking your account or resetting a 
password. If there are additional system administrators within your 
organization, you will be referred to them for assistance. 

• You can also try clicking on Login Problems? Click here for assistance 
with logging in. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note: If you login to ProviderOne 
through OneHealthPort and need 

assistance resetting your 
password/logging in, contact 

OneHealthPort. 

https://www.waproviderone.org
https://fortress.wa.gov/hca/p1contactus/home/socialservice
https://www.onehealthport.com/sso
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• As a Social Services Provider, your provider
information is preloaded into ProviderOne
based on your DSHS/AAA contract information.

• To view and modify your preloaded account
information:

o Login to ProviderOne using the 'EXT
Provider Social Services' or 'EXT Provider
Social Services' profile.

o From the Provider Portal, click on Manage
Provider Information.

Note: 
The 'EXT Provider System Administrator' profile 
does not have the ability to make changes to 
ProviderOne account information. Users must 
log in with the ‘EXT Provider Social Services’ or 
‘EXT Provider Social Services Medical’ profile to 
make changes to the account.  

https://www.waproviderone.org/
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After you click Manage Provider Information, the View/ 
Update Provider Data page appears. This page is also 
known as the Business Process Wizard (BPW). 

• You will need to review any step that is marked as
Required and make changes as needed.

o Note: You cannot make changes to the
Specializations step or the Contract Details
step, but you should review to confirm the
information is correct. If updates are needed,
contact your DSHS/AAA Contract Specialist.

o Note: If you make changes to your Physical
Location address in Step 2: Locations, please
inform your DSHS/AAA Contract Specialist of
these changes.

• You must view and update each step in order. In
addition, if a previous Required step has a status of
Incomplete, you must complete that step before
moving on to the next step. If you need assistance or
cannot update the steps, contact HCA Provider
Enrollment.

• IMPORTANT! After you make changes, you must click
on the last step titled Final Steps to submit the changes
to HCA for review.

o After you submit the modification, you will not
be able to make additional changes to your
account until HCA approves the changes.

Note: 
Based on your provider type, the step 
numbers you see on your screen may be 
different than the step numbers seen here. 
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View and update basic information 

• From the Provider Portal, click Manage Provider Information.

• Click Step 1: Basic  Information:

• The Provider Details page
appears. From here you
can view basic information
about your business.

• Review and make changes
as needed.

• Click OK or click Cancel if
you did not make any
changes.
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View and update locations 
• Step2: Locations show each of your business locations and the addresses associated with each location.

• If you have multiple locations associated with your business, you will see all your locations listed; each location is assigned a Location Code
(01, 02, 03, etc.).

• On this step you can also sign up for how you are notified of new authorizations and authorization changes.

To view and modify information: 

• From the Provider Portal,
click Manage Provider
Information.

• Click Step 2: Locations.

• The Provider Locations page will
appear showing all the locations
associated with your business.

o In the example to the right,
we see this business has two
locations (Location 01 located
in Tumwater & Location 02
located in Olympia).

• Click on each blue location code to
view the addresses associated with
each location and view how you are
notified of new authorizations/
authorization changes.

Note: Previous/inactive locations 
will be listed here as well as current/ 
active locations. Current/active 
locations have an End Date of 
12/31/2999. 

ProviderOne for Social Services: Getting Started and Billing Essentials Guide 
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• On the top part of the screen (Location Details), the contact information for the Location is listed.
• Review and update contact information as needed.

View and change communication preference (authorization notifications) 
• ProviderOne sends notification when a new authorization is created or if an authorization changes.
• To choose how you are notified of new authorizations/authorization changes, choose from one of the options on the Communication

Preference drop-down:

o Email - If Email is selected, authorization notifications are emailed to the email address listed on the Location Details screen.
o ProviderOne Notice - If ProviderOne Notice is selected, an alert of a new authorization or an authorization change will be

posted on the ProviderOne Provider Portal.
o Standard Mail - If Standard Mail is selected, an updated authorization letter is mailed to the mailing address listed for the

location when there is a new authorization or an authorization change.

• Each location can have a different notification method. You must click on each Location Code to view/update Communication
Preferences & location Contacts for each location.

• Regardless of how you (the provider) are alerted of new & updated authorizations, the client always receives a mailed authorization
letter via Standard Mail.
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• After confirming contact information and authorization
communication preferences for the location, scroll down and view the
location’s addresses. There are three distinct addresses for each
location.

View and update addresses 
• Location: Physical address of the location that you are managing. This address cannot be a P.O. Box.

• If you make changes to your physical address in ProviderOne, please alert your DSHS/AAA Contract Specialist.
• In addition, 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 Companion Home) and your facility is moving to a new physical address, you must alert your DSHS/AAA
Contract Specialist. If you move locations, you will need to sign a new contract and receive a new ProviderOne Location ID.

• Mailing: Address where ProviderOne sends mail for this location. This may include notifications about authorization changes, contract
updates, etc. Payments are NOT mailed to this location.

• Pay-To: Address where ProviderOne mails your check (warrant) payments. If you have electronic funds transfer (EFT) set up, this address is
used as a backup in case the direct deposit fails. Tax documents are also mailed to this address.

• Click on the blue
hyperlink of the
address you
want to
view/change.

Note: 
Previous addresses will be listed here as well. 
Current addresses have an End Date of 
12/31/2999. 
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• After clicking on an address, the Manage Provider Locations page appears.

• Make any changes needed and then click Validate Address:

• If successful, you will see a message in blue that says Address validation successful.

• If the address validation is not successful, you will see a message in red that says
Address not found with Address Line 1 and Zip Code Combination, validate
your address using the USPS link. 

o You can still use the address entered,
but make sure it is correct.

• Click Save and then Close at the top of the screen.

• Make any changes to the other two addresses as needed following these same
steps.
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• After updating the address(es), you won’t be able to see the updated address information until you submit to HCA.

• To view your changes prior to submitting to HCA:
o Select Status from the Filter By  drop-down.

o Type % in the search field.

o Click Go.

o You will see your changes with a status of In Review.

• Close out of this screen then click Close to return to the Business Process Wizard (BPW).

• To submit the change to HCA, click the step titled Final Steps on the Business Process Wizard and follow directions to submit.
(Make sure you have made all necessary changes to your account before submitting your modification as you won’t be able
to make additional changes until HCA processes the change).
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View contract details 

• Your ProviderOne account/Domain includes all
Social Services contracts linked to your tax ID
number.

• To view your contracts, from the Provider
Portal click Manage Provider Information and
then click Contract Details.

• Note: You cannot make changes to your
contracts in ProviderOne, but you can review to
make sure the information is correct and to see
when your contract(s) are set to expire. If any
changes are required, please contact your DSHS/
AAA Contract Specialist.

Note: 
If your contract is within 2 months of 
expiration, or has expired, you will 
need to contact your Contract 
Manager. You may see errors on your 
authorizations until the contract has 
been updated. 
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View servicing provider information 
(Home Care Agencies & CDE only) 

This section is specific to Personal Care Services and Respite Care 
Services provided by Home Care Agencies. If you do not provide these 
services, you can skip this step and go to page 30. 

To view a list of your servicing providers: 

• From the Provider Portal, click Manage Provider Information,
then click Servicing Provider Information.

• Caregiving employees (also known as Social Service
Servicing Only Providers-SSSOPs) rostered to the
agency's ProviderOne Domain appear.

• Review the Instructions to Retrieve Servicing
Provider IDs in ProviderOne which explains how to
download a report of your SSSOPs including the
SSSOP IDs, ProviderOne Start Dates, and Location
codes.

• Click here for directions on how to roster new SSSOPs
to your ProviderOne account.

https://www.dshs.wa.gov/sites/default/files/ALTSA/stakeholders/documents/EVV/Instructions%20to%20Retrieve%20SSSOP%20P1%20IDs_rev102024.pdf
https://www.dshs.wa.gov/altsa/stakeholders/home-care-agency-evv-resources
https://www.dshs.wa.gov/altsa/stakeholders/home-care-agency-evv-resources
https://www.dshs.wa.gov/altsa/stakeholders/home-care-agency-evv-resources
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Sign up for Electronic Funds Transfer-EFT (Direct Deposit) 
• You can choose to receive your claim payments electronically instead of paper check.
• To sign up for electronic funds transfer/direct deposit:

o From the Provider Portal, click Manage Provider Information.
o Click Payment and Remittance Details.

• The Payment Details screen displays. Here you will see an entry for each of your locations.
• Note: Each of your locations has their own payment details. If you want to sign up for EFT for each location, you must click

on each location individually and sign up for EFT for each location.
• Click on the blue hyperlinked Location  Code to open information for that location:
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• Once you have chosen a location, the Provider Information screen for that location appears.
• Under the Payment Details section, you can view your current Payment Method.
• The default payment method is paper check (warrant).

o If you are signed up for paper checks, the circle next to Paper Check will be marked.
o Paper checks are mailed to the location's Pay-To address. If you are signed up to receive paper checks, be sure your Pay-To

address for each location is correct! (See pages 23-27 for directions on how to update addresses).
• If you want to receive electronic payments, click the circle next to Electronic Funds Transfer (Direct Deposit).

o Requested EFT Start Date: Enter today's date.
o End Date: The system auto-populates to 12/31/2999. Do not change the End Date.
o Enter your banking information in the Financial Institution Information section.
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Submit changes to HCA 
• After making changes to any of the steps on your ProviderOne

account, you must submit the changes to HCA for review and
processing.

• Make sure that all your changes have been made as you won’t be
able to make further changes until HCA has reviewed and accepted
the changes.

To submit your changes: 

• On the Business Process Wizard, click on the last step
titled Final Steps to bring up the Final Submission page.

• Click on Submit Provider Modification.

• Sign any required documents and follow directions for final submission.

• The button will turn gray, then click Close.

Note: You must click on Final Steps for your 
changes to be processed. Please remember to 
click this step any time you make changes to 
your account! 

If you need assistance, or if the system won't 
let you submit your changes, contact Provider 
Enrollment at 1-800-562-3022 ext. 16137. 
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Adding & Managing 
ProviderOne Users and 
System Administrators 

• In this section you will learn how to add additional
users to your organization’s ProviderOne domain.

• You may need to add additional users to your
account so they can assist with submitting claims,
viewing payments, and managing the
ProviderOne account.

• Only the organization's ProviderOne System
Administrator can set up additional users.
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Profile overview 
• A Profile allows a user to access specific parts of ProviderOne.

• Profiles are assigned by HCA ProviderOne Security or your
System Administrator.

• Most social service providers/billers will see two or

three profiles when logging in:

• EXT Provider System Administrator
Used to manage access to ProviderOne within your business. 
This profile is not used for billing or authorization activities. 

• EXT Provider Social Services
Used to view authorizations, create claim templates, submit 
claims, manage claims and manage provider information for 
your business. 

• EXT Provider Social Service Medical
Used to bill and manage medical claims, view authorizations, 
create claim templates, submit claims and manage provider 
information for your business. 

Note: 
Other profiles may be available in ProviderOne. Check 
with your System Administrator to see if these profiles 
are applicable to your duties. 
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Adding a user 
To add a user in ProviderOne: 

• Log in with the ‘EXT Provider System Administrator Profile’.
• In the Provider Portal, click on Maintain Users. (Located

under the Admin section):

• The Manage Users screen appears.
• Click the Add button:
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After clicking Add, the Add User screen appears. 

• Fill in all required boxes that have an asterisk *.

o User Type auto-populates to 'Batch User'. Do not change this.
o User Login ID auto-populates after the user's

first and last name are entered.
o For the EID, you can enter any number. EID

stands for Employee Identification. You
must enter a different # for each user.

o The Start Date auto-populates to the date
the user is added.

o The Expiration Date auto-populates to
12/31/2999. If you want user access to end
on a specific date, you can change the
expiration date.

o The Status will show as In Review. You will
approve the user in a later step.

• Click Next.
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Complete the remaining required fields: 

• Password
o Password established will be temporary. The user will be

prompted to change their password upon initial login.
• Email

o For security reasons, please use an unshared email address.
• Phone Number
• Click Finish when done.
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You will be returned to the Manage Users page. 

To display the new user: 

• In the With Status drop-down, select In Review and click Go.

• The user’s name is displayed with an In Review status.
• Select the user you want to approve. Find or locate them on

the list and check the box next to their name.
• Once checked, click the Approve button.
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• Once the new user has been approved, a pop-up box will appear. Click OK:

• Once clicked, another window will appear warning you that profiles must be added for this new user. Click OK to
complete approval:
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Assigning profiles 
• The user should now be in Approved status, however, you must add Profiles in

order for the user to be able to use the ProviderOne system.

• Select the user’s blue hyperlinked Name to choose the
profiles the user will have assigned to them in ProviderOne.
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• Once you have selected the user's name, you will be directed to
the User Details page.

• From the Show menu (located top right corner of page) select
Associated Profiles.

• Click Add.
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You are now directed to the Add New Profiles to User page. Here 
you will select all the desired profiles for the chosen user. To 
assign profiles, do the following: 

• Highlight desired Available Profiles

• Click the double arrows to move the chosen
profile(s) to the Associated Profiles box.

• Click OK.

Note: Users will have a 
default end date of 
12/31/2999. 

To restrict a user, the 
System Administrator can 
remove profiles or enter a 
different end date. 



45  

ProviderOne for Social Services: Getting Started and Billing Essentials Guide 

• Back on the Manage User Profiles page, you will see the
new profiles with an In Review status. If you do not see
the profiles you have just selected, change the With
Status drop-down to All and select Go.

• Check the box next to the profile name and then click the
Approve button.
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• A pop-up screen titled Update Status, showing the
Status Type of Approved will appear.

• Click OK.
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• Returning to the Manage User Profiles page, the
status of the profile(s) should now show as
Approved.

• Select Close to return to the User Details page.

Note: If you need assistance with adding users or 
assigning profiles, contact ProviderOne Security. 

mailto:provideronesecurity@hca.wa.gov
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Locking, unlocking, & ending users 

• Managing users can be done by logging in with the ‘EXT Provider
System Administrator’ profile and selecting Maintain Users from
the Provider Portal.

• Select the blue
hyperlinked Name of the user you
need to manage:



https://www.hca.wa.gov/billers-providers-partners/providerone/how-do-i-access-providerone
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I am replacing an existing 
System Administrator. What 
do I do? 

Any acting system administrator should be able to add the 'EXT Provider 
System Administrator profile to an existing user, or create a new user 
account and assign the administrator profile. If the previous 
administrator is no longer with the organization, please email the 
ProviderOne User Access Request form and a letter on your 
organization’s letter head to ProviderOneSecurity@hca.wa.gov. 

• The letter must state that the current system administrator (with
their name) should no longer have access to ProviderOne.

• The letter must be signed by an office manager or provider that is
not the same person requesting access.

• Contact information and instructions are listed on the form.

ProviderOne Security will expire the previous System Administrator's 
access and assign confidential login credentials to the person named on 
the form as the new system administrator. The login credentials will be 
sent in two separate emails to the individual email address listed on the 
ProviderOne User Access Request form. 

mailto:provideronesecurity@hca.wa.gov
mailto:ProviderOneSecurity@hca.wa.gov
https://www.hca.wa.gov/assets/billers-and-providers/providerone-user-access-request-form.docx


https://www.dshs.wa.gov/altsa/management-services-division/office-rates-management
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Understanding the Authorization List 
Authorization # 
The authorization # is a 10-digit value that uniquely identifies 
services for a specific client and provider pair with either HCS or 
DDCS. Depending on the type of service, authorizations usually span 
a year of service. After a client assessment, the authorization can be 
extended. At that time, the end date is changed, but the 
authorization number stays the same (Line #s and Suffix #s may 
change). Multiple services for one client may be authorized under 
the same authorization #. 

Line # and Suffix # 
When a client has their annual assessment and the authorization is 
extended, a new line and suffix are created to extend the services & 
authorized dates. One authorization may have multiple lines and 
multiple suffixes. 

Providers do not need to know the line & suffix # for claiming 
activities, but providers should have general knowledge of what 
Lines & Suffixes are. Note: Authorization lines are different than 
claim service lines. 

Client ID & Client Name 
The client's name and client ID are listed. The Client ID is the client's 11-
character alphanumeric ProviderOne ID. This ID always ends in 'WA'. 

Note: 
If all service lines on an authorization are in Canceled 
status, the authorization is considered canceled and 
services that are later re-authorized will be given a new 
authorization number. 

Note: 
When submitting your claims in ProviderOne, it is 
important to verify the claim details you enter 
(Authorization #, Client ID, Dates, Service Code and 
Modifier) match what you see on the Authorization List. 
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Provider ID 
The Provider ID shown on the Authorization List is your 7-digit 
ProviderOne ID (Domain) + the 2-digit Location Code where 
services are authorized. If you have multiple active locations, you 
may see multiple Provider IDs listed on the Authorization List. 

Example for a provider who has two locations: 

o Domain: 1234567 + Location ID: 01= 123456701
o Domain: 1234567 + Location ID: 02 = 123456702

• When reviewing your Authorization List, it is important to
confirm that services are authorized to the correct location.

• If services are authorized to the incorrect location, you must
contact the client's authorizing case manager so they can fix
it.

Service Code, Service Code Description, & Modifier 
• Each service authorized is identified by a Service Code. There will

be a brief description of the service under the Service Code
Description column.

• Any modifiers that need to be submitted with the claim are listed
under the Modifier column.

• Before providing & billing for services, providers must ensure the
service code & modifier authorized are consistent with the client’s
care plan and that they are qualified to provide the service.

• Providers can view a description of each service code & modifier
on the Office of Rates Management webpage.

Start Date & End Date 
The start and end date of when the services can be provided. 

Notes: 
• Any modifiers required for claim payment will be listed on the

authorization list.
• Modifiers for equipment or to differentiate between RN/LPN

nurses may not be shown here. Refer to the applicable HCA
Billing Guides for correct claim modifiers.

• Some services require that you enter a secondary modifier when
submitting a claim. The secondary modifier will not be listed on
the authorization list but will be provided to you by your
Contract Specialist or Program Manager.

https://www.dshs.wa.gov/altsa/management-services-division/office-rates-management
https://www.hca.wa.gov/billers-providers-partners/prior-authorization-claims-and-billing/provider-billing-guides-and-fee-schedules
https://www.hca.wa.gov/billers-providers-partners/prior-authorization-claims-and-billing/provider-billing-guides-and-fee-schedules
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Rate 
Rate per unit type you will be paid. Providers & billers are responsible 
for ensuring the rate authorized is correct. Rates associated to each 
code can be found on the Office of Rates Management webpage.    

Units 
The number of units authorized per service line. Providers and billers 
can only claim for services actually provided to the client. 

• Example: If you are authorized for 100 miles per month but
only transport a client 30 miles during the month, you can only
submit a claim for 30 miles.

Unit Type 
The unit type shows how a service code will be billed. Providers are 
responsible for viewing the Unit Type for each code on the 
Authorization List in order to submit accurate claims.   

Possible Unit Types: 

• 1/4 Hour: 1 unit = 15 minutes
• Hour: 1 unit = 60 minutes
• Each: 1 unit per each occurrence of the service
• Per Visit: 1 unit per visit
• Mile: 1 unit = 1 mile
• Day: 1 unit = 1 day
• Monthly: 1 unit = 1 month

Billing Type 
The Billing Type explains how the services are authorized as well as how 
the code is claimed in ProviderOne. See next page for more information. 

Note: 
Rate shown is per Unit Type. In the example above, the rate 
is $12.86 for every 1/4 hour (15 minutes) of service. For 
Service Codes with Unit Type ‘Day’, the rate listed would be 
the rate per day. For Service Codes with Unit Type 
‘Monthly’, the rate listed would be the rate per month.  

https://www.dshs.wa.gov/altsa/management-services-division/office-rates-management
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Billing Type Description 
Monthly Recurring If the authorization is for multiple months, the units/dollars authorized are for each month. For Service Codes 

with a Monthly Recurring Billing Type, providers must submit claims in ProviderOne to receive payment for the 
services provided. 

Span Multiple If the authorization is for multiple months, the units/dollars authorized are for the entire span of months and the 
service can be billed multiple times within the date span. For Service Codes with a Span Multiple Billing Type, 
providers must submit claims in ProviderOne to receive payment for the services provided. 

Span Single If the authorization is for multiple months, the units/dollars authorized are for the entire span of months and the 
service can only be billed one time (with a single date of service).  Once the service is billed, all other dates 
within the span are automatically inactivated by ProviderOne. For Service Codes with a Span Single Billing Type, 
providers must submit claims in ProviderOne to receive payment for the services provided. 

One Time If the authorization is for multiple months, the units/dollars authorized are for the entire span of months. The 
service is paid once the end date on the authorization line is reached. For Service Codes with a One Time Billing 
Type, providers do not submit claims in ProviderOne. Payment is generated automatically if the authorization is 
in Approved, No Error status, and the end date on the authorization has been reached. 

Repetitive Payment is automatically generated after the first claim deadline for the month of service. For example, if the 
authorization dates are 2/1/2021 to 4/30/2021, paid claims will be auto-generated the first Tuesday of February, 
March, and April. For service codes with a Repetitive Billing Type, providers do not submit claims in ProviderOne. 
Payment is automatically generated. 

Individual Repetitive Payment is automatically generated after the month of service has ended. For example, if the authorization 
dates are 2/1/2021 to 4/30/2021, paid claims will be auto-generated the first of March, April, and May.  For 
service codes with an Individual Repetitive Billing Type, providers do not submit claims in ProviderOne. Payment 
is automatically generated. 
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https://www.hca.wa.gov/billers-providers-partners/contact-us#Forsocialservicesproviders








https://www.hca.wa.gov/billers-providers-partners/providerone/providerone-social-services
https://www.hca.wa.gov/assets/billers-and-providers/p1-social-services-submitting-adjusting-social-service-medical-claims.pdf
https://www.hca.wa.gov/assets/billers-and-providers/p1-social-services-viewing-claim-status-payments.pdf
https://www.youtube.com/watch?v=S6cbdyd-rn0
https://www.hca.wa.gov/billers-providers-partners/providerone/providerone-social-services#updates-newsletters
https://www.hca.wa.gov/node/366#Forsocialservicesproviders
https://www.hca.wa.gov/assets/billers-and-providers/faq-providerone-setup-payment-info-new-social-service-providers.pdf
https://www.hca.wa.gov/assets/billers-and-providers/faq-providerone-social-services-providers.pdf
https://public.govdelivery.com/accounts/WADSHSALTSA/subscriber/new?topic_id=WADSHSALTSA_143


https://support.hca.wa.gov/hcasupport




mailto:p1_escalation@dshs.wa.gov
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Appendix A: How to turn off pop-up blockers 
For ProviderOne to work properly, your computer must be set to allow pop-up windows! Before accessing ProviderOne for the first name and/or 
if you are having trouble submitting claims in ProviderOne, you should ensure your internet browser is set to allow pop-ups. 

Note: You will not be able to submit claims if pop-up blockers are on. If you try to submit claims with pop-up blockers on, you will receive the error 
message “The information you are trying to submit has been queried by another user”. The directions below will show you how to turn off pop-up 
blockers/allow pop-ups for the most common web browsers. If you need additional assistance, contact the Health Care Authority’s medical 
assistance customer service center (MACSC) at 1-800-562-3022. 

Google Chrome: 
1. Open Google Chrome and click on the three vertical dots in the top

right corner of your browser
2. Scroll down to the bottom and click Settings
3. Click Privacy and Security
4. Click Site Settings
5. Click Pop-ups and redirects
6. Select the box next to Sites can send pop-ups and use redirects
7. Add htps://www.waproviderone.org to Allowed to send pop-ups and use redirects
8. Close and restart Chrome

Microsoft Edge: 
1. Open Microsoft Edge, click on the three horizontal dots ("...") in the top right corner of your browser
2. Click on Settings
3. Click on Cookies and site permissions on the left-hand side of the screen
4. In the middle of the screen, scroll to Pop-ups and redirects
5. Under Allow, add htps://www.waproviderone.org

Safari (Mac): 
1. Open Safari
2. Choose Safari > Settings (or Preferences) from the menu bar
3. In the Websites tab, make sure Allow is marked for htps://www.waproviderone.org
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https://www.waproviderone.org/
https://www.waproviderone.org/
https://www.waproviderone.org/
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Safari (iPhone or iPad): 

1. Start at your device's home screen. Select the Settings icon.
2. Scroll all the way down, click Apps
3. Scroll down, click Safari
4. Make sure Block Pop-ups is turned off

Firefox: 

1. Open Firefox
2. Click the Menu button and choose Options, then Preferences
3. Select the Content panel
4. In the Content panel below Pop-ups, uncheck the box next to Block pop-up windows to disable the pop-up blocker altogether

Note: If you click on Exceptions, a dialog box with a list of sites that you want to allow pop-ups displays. Check to 
make sure htps://www.waproviderone.org is listed in the exceptions. 
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