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Getting Started 

 

The “Getting Started” How To provides in-

structions on: 

 Before Launching ........................ 2 

 Pop-Up Blocker ........................... 3 

 Security Setting ........................... 7 

 Delete Browser History ................ 9 

 Launch ProviderOne .................. 12 

 Change Password ..................... 14 

 Select Profile ............................. 16 

 Update Security Data ................ 17 

 Change Profile ........................... 21 

 Portal Page................................ 24 

Before logging into ProviderOne make sure your: 

 Pop-up Blocker is turned off  .......................... 3 

 Security is set to Medium ............................... 7 

 Browser History/Cache is deleted .................. 9 

Please remember that after using ProviderOne you 

can reset your pop-up and security levels to your 

preferred level:  but, change them back when you 

want to work in ProviderOne. 
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Before Launching 

 

What you need to start ProviderOne: 

a. Windows based computer (not Apple/Mac). 

b. Internet Explorer 6.0 to 10.0. 

c. Adobe Acrobat Reader 6.0 or higher. 

d. Flash Player version 7.0 or higher. 

Log in information you received from ProviderOne or your organization’s System Administrator

(Domain, Username, and Password). 
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Pop-Up Blocker 

1. From an internet page  

2a Click on 

2b Click on  

2c Click on 

2. Turn off pop-up blocker 

a. Click on Tools 

b. Click on Pop-up Blocker 

c. Click on Turn Off  
Pop-up Blocker 

1 Internet Page 

ProviderOne uses “Pop-up Windows” (small screens or windows 

that appear in front of the window you are viewing).  For  

ProviderOne to work, your computer must be set to allow pop-up 

windows.  Different computers have different method to turn off 

the pop-up blocker, here are two common approaches. 
Pop-up Window 

3. Pop-up window appears 
 
4. Click on Yes 

3 Pop-up Window 

4 Click on  

Option 1: 

After using ProviderOne, you can always reset 

your pop-up blocker.  However, remember that 

before you access ProviderOne again, you 

must again turn-off your pop-up blocker and set 

your security to Medium. 
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Pop-Up Blocker 

1. From an internet page  

2a Click on 

2b Click on  

2. Turn off pop-up blocker 

a. Click on  

 

b. Click on Internet Options 

1 Internet Page Option 2: 
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Pop-Up Blocker 

2d Click on 2c Internet Options 

Option 2 (cont.): 

c. Internet Options appears 

e. The         should be empty.   

2e/2f 

f.  If the  is    click on the 
box to remove the check  

d. Click on Privacy and Privacy 
page appears 
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Pop-Up Blocker 

2g 

Internet Options 

Option 2 (cont.): 

i.  Click on Apply if you made 
changes 

2j Click on 

j. Click on OK to close the  
window 

2i Click on 

g. Check on security setting.  
The setting should be  
Medium 

2h Slide 

h. Slide toggle up or down to set 
security 

After using ProviderOne, you can 

always reset your pop-up blocker 

and security levels.  However,  

remember that before you access 

ProviderOne again, you must 

again turn-off your pop-up blocker 

and set your security to Medium. 
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Security Setting & Clearing History/Cache 

1. From an internet page  

2a Click on 

2b Click on  

2. Security setting: 

a. Click on  

 

b. Click on Internet Options 

1 Internet Page 

Clearing your browser history 

(Cache) can help access to and  

performance of ProviderOne. 
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Security Setting & Clearing History/Cache 

2e 

c Internet Options 

e. Check on security setting.  
The setting should be  
Medium 

2f Slide 

f. Slide toggle up or down to set 
security 

c. Internet Options appears 2d Click on 

d. Click on Privacy and Privacy 
page appears 
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Security Setting & Clearing History/Cache 

2d 
b Click on Delete 

3b Click on 

3a Click on 

a. Click on General and General 
page appears 

3. Clearing browser history/
cache 



 

Getting Started (Feb 27, 2015)  10 of 25

Security Setting & Clearing History/Cache 

3d 

d. All 4 boxes should be 
checked 

3e Click on 

c. Delete Browsing History page 
appears 

3c Delete Browsing History 

e. Click on Delete 

Clearing your browser history 

(Cache) only removed the history of 

your passed web activity.  It will not 

delete saved favorites, book marks, 

or saved passwords. 

f. On some browsers, a pop-up will  
appear telling you that your browser 
history has been deleted.  Click on 
the X to close the pop-up 

3f Click on 
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Security Setting & Clearing History/Cache 

2d 

h. Click on Apply 

3h Click on 

3i Click on 

g. General page appears 

3g General Page 

i. Click on OK 
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Launch ProviderOne 

1.  Click on Internet Explorer 

2.  Enter web address https://www.waproviderone.org  

1 Click on 

2 Enter: https://www.waproviderone.org   

https://www.waproviderone.org
https://www.waproviderone.org
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4. Log in 

a. Enter your Domain Name 

b. Enter your Username 

c. Enter your Password 

The ProviderOne domain name, 

username, and password are 

case sensitive.  

Launch ProviderOne 

If you make a mistake entering your 
login information, a message will  
appear above the Domain line: 

 

“Warning: Invalid Login Domain 
Name:  XXXXXX Try Again” 

or  

“Warning:  Invalid Login User ID:  
Kaaj. Try Again” 

or 

“Warning:  Invalid Password. Try 
Again” 

 

See “Log In Issues” for assistance 
if you are locked out. 

4a Enter 
4b Enter 
4c Enter 

5 Click on 

3 Provider Home Page 

5. Click on Login 

3. The Provider Portal appears 
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Change Password 

6. The Change Password Page appears 

 a. Enter new password 
 b. Re-enter new password 

Password Requirements 
 Cannot be the same as your last 3 passwords 

 Must be at least 8 characters long 

 Must contain at least one letter 

 Must contain at least one number 

 Must contain at least one of the following special 
characters: 
, . ! @ # $ % ^ & * ( ) _ + - < > 

6a Enter 

6b Re-enter 

6 Change Password Page 

The first time you log into ProviderOne you will be required to: 
 Change your temporary password. 
 Create a security question. 
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Change Password 

You must set up a secret question the first 
time you log into ProviderOne. The  
questions are used if you forget your  
password. 

7. Choose secret question 

a. Click on Yes 

b. Click on pull down menu  

c. Select a question from the pull down list  

d. Enter answer to the question in the box 

e. Click on Save 

f. Click on Close 

7c Select 

7d Enter 

7b Click on 

7e Click on 

7a Click on 

See Note 

7f Click on 

Security Questions answers are case sensitive: 

For Example: the letter “B”  in “Buddy”, must be 

in capital letters. 
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8. Profile Page appears;  “Info: 
Password updated successfully” 
will appear on the page 

A “Profile” allows a user to access specific parts of ProviderOne.  Profiles are assigned by ProviderOne or your System Adminis-
trator.  Most providers will see two or three profiles: 
 

 EXT Provider System Administrator is used to manage access to ProviderOne within your business. 

 EXT Provider Social Services is used to bill, manage claims, and manage provider information for your business. 

 EXT Provider Social Service Medical is used to bill and manage medical claims. 

9. Select  the EXT Provider System 
Administrator profile: 

a. Click on pull down menu 

b. Select profile, EXT Provider 
System Administrator   

c. Click on the Go button 

10. Provider Portal page appears 

Select Profile 

The Provider Portal is the 
“launching point” for all 
provider activities. 

9c Click on 

9a Click on 

9b Select 

10 Provider Portal 

8 Profile Page 
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Update Security Data 

1. Click on Maintain Users 

Update Security Data 

If you received your login information from  

ProviderOne, follow these instructions the first 

time you log in.   

1 Click on 

Skip this lesson If you received your login information from a Systems 

Administrator within your organization. 

You must be in the EXP Systems Administrator Profile for this task. 

You must change your Date of Birth within 
ProviderOne.  The DOB is used as a security 
question if you are locked out of the system 



 

Getting Started (Feb 27, 2015)  18 of 25

Update Security Data 

2. The Manage User Page appears. 

3 Click on 

3. Click on your name 

2 Manage User Page 

4. The User Details Page appears 

4 User Details Page 
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Update Security Data 

The User Details Page shows the security information for the provider’s domain.  The security information is 

used if you get “locked out” of ProviderOne.  Once locked out, your ProviderOne account will be temporarily 

disabled until you or your System Administrator successfully unlocks it. If you enter an incorrect login  

password 3 times, you will be required to enter the “date of birth” noted on this page to unlock your account.  

Change the “date of birth” to your date so that it is easier to remember. 

5. Enter your date of 

birth 
5 Enter 

User Details Page 

7. Click on Close 

7 Click on 

Dates are 
entered as: 
Mm/dd/yyyy 

6. Click on Save 

6 Click on 
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Update Security Data 

9. Click on close 

8. The Manage User Page appears 

9 Click on 

8 Manage User Page 

10. Provider Portal page appears 10 Provider Portal 
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Change Profile 

1.  View current profile 

Notice at the top of the Provider Portal that the provider is logged in with the EXT System Administrator profile.  

This profile only allows you to manage users within the domain.  To bill, manage claims, and other functions 

within ProviderOne, the provider will need to change their profile.  To change profile: 

2 Click on 

2. Click on My Inbox 

Provider Portal 

1 View 
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Change Profile 

3.  My Inbox page appears 

4. Click on Change Profile 

3 My Inbox 

4 Click on 

5. Profile Page appears  

6. Select  the EXT Provider Social 
Service profile: 

a. Click on pull down menu 

b. Select a profile   

c. Click on the Go button 

6c Click on 

6a Click on 

6b Select 

5 Profile Page 

You will use the EXT Provider Social Service or EXT Provider Social 
Service Medical profiles for billing and claims management 
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Change Profile 

7.  Portal Page appears  7 Portal Page 

8.  New profile appears 
8 New Profile 
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Portal Page 

2. On Line Services are located 

along the left side of the page. 

Click on a Hyperlink to open  

different activities in  

ProviderOne.  The activities are 

described in separate “How To”  

instructions. 

3. Manage Alerts is located along 

the lower right side of the page. 

Alerts from ProviderOne will be 

displayed here.  You can filter 

and sort the alerts.  

1. The top part of the page shows  

the User Information who is 

logged in, your profile, Provider 

Identification number, and path.  

The path is list of each page you 

visit in ProviderOne so you can 

easily return to pages you wish 

to visit again.  

4.  When you want to log out of  
ProviderOne Click on         

4 Click on 

1 User Info 

3 Alerts 

2 On-Line Services 

Portal Page 
Social Service Provider portal: 
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Launch ProviderOne 

C. Medical & Admin On Line Services 

are located along the left side of the 

page. Click on a Hyperlink to open 

different activities in ProviderOne.  

The activities are described in  

separate “How To” instructions. 

B. Manage Alerts is located along 

the right side of the page. Alerts 

from ProviderOne will be  

displayed here. You can filter 

and sort the alerts.   

A. The top part of the page shows  

the User Information who is 

logged in, your profile, Provider 

Identification number, and path. 

A User Info 

B Alerts 

C Medical & Admin 

D Social Service 

Social Service Medical Provider portal: 

D. Social Services On Line Services 

located along the lower right side of 

the page.    




