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artment of Social
ealth Services

Welcome

Hello, and welcome to our dlass, View
Authorization List.

L ] L
At the completion of this course, you
uthorization LIS Wil have aarmed how 3 view s
understand your Authorization List
for billing.

This tutorial will take approximately
10 minutes to complete.

CLICK TO BEGIN

View Authorization List (Feb 9, 2015) 10f25



B
o

List Page Basics

1. From the Provider Portal

a. Check that you are in the
EXT Provider Social Service
profile

2. Click on Social Service View
Authorization List

7 Provider Portal Ta

e

"ou have logged in with EXT

Provider Sacial Sarviess Profile N —-Select— -

Path: Provider Partal

ProviderOne ID- Ihme:_

Online Services Welcomel Hide/Max
The Department of Social and Health Services (DSHS) is an

Payments Hide/Max | agency that helps people. We do this in partnerships with

View Payment families, community groups, religious organizations, private

providers, ather government agencies, and the many thousands
Provider Hide/Max  of generous foster parents, neighbors, and citizens who make

Provider Inquiry Washington a special place by taking care of each other.
Manage Provider Information

Admin Hide/Max  The mission of DSHS is to improve the quality of life for
Change Password individuals and families in need.

Maintain Users
Social Service Authorizations and Billing

HideMiax

Social Service Claim Inquiry

Social Service Claim Adjustment /Void My Reminders

Social Service Billing Screen Filter By:

Social Service Batch Upload Read Status: - co

Social Service Batch File Status | r | R :I'ype RAlert M'essage Rl D'ate Tue r:am Read
. i

Social Service Resubmit Denied /Void ] 3 iv
Social Service Retrieve Saved Claims No Records Found!

Social Service Manage Template

Social Service Create Claims from Saved Templates

Social Service Manage Batc i

SecaiService ViewAuthord - ocial Service Authorizations and Billing

2 Click on —>»

Social Service Claim Inquiry

Social Service Claim Adjustment/Void
Social Service Billing Screen

Social Service Batch Upload

Social Service Batch File Status
Social Service Resubmit Denied /Void
Social Service Retrieve Saved Claims
Social Service Manage Template

Social Service Manage Batch Submission

Hide/Max

Social Service Create Claims from Saved Templates

Social Service View Authorization List

View Authorization List (Feb 9, 2015)
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List Page Basics

3. Provider Authorization

Li

st Page appears

Provider Authorization List Page

3

~ Welcome

'ou have logged in with EXT

Provider Social Services Profile. BSH ~Select- Y
'\ Path: Provider Portal/ Authorization List Page
The default view shows:
° OnIy the active
authorizations for the Provider Auhorzaton it
current month. By -
. TO VleW your aCtIVG e g SO Cliant 10 || R cRoMti | Eevicer] Sarece Df"c”‘l"'f“'m Modifier D:":"’.'g""m Start Date| End Dato [RO1 umu:,";:,': B:'y':"‘.“ R"pc;:;"‘;‘w U;d‘::l‘o ) e i UE::;-: "PE".::.E:‘
. . AV S av a8 av av av av ALY av 2 &y AViAv| av av av PR 7 o'y | Number
authorizations for other - L “ brn
months (IE the month you oo dome 0710212014| 10052014401 |1 | Day R:;';"'ZW $0.00 062272014 | Approved | 1oy, -
ree ::fl:\l:unluﬂcme 0710412014| 077222014)1 |1 |Day x:(":',"" $100.00 06/2212014 | Approved | Error -
are billing for) use the s | i | -, _
same search process e or 15 osm‘zou.oomzou 1 .2 our Rl $0.00 '04,'0112cx14.wolmed Error --
. ::":”‘"d';::' v .':ff'f.ﬁff 07/0172014| 071342014100 |1 | Day (_(l:"'v':nv $0.00 0612212014 | Approved | Error -
outlined on pg. 13). | | - -, |
K :::‘;’"’,';:; 02012014| 1201200411 |1 |V A x:';',',':’nq $0.00 01/07/2014 | Approved :‘:’lm --
::f:‘::“:’"'m 0710472014 | 071042014496 [10 S :::(ﬂ.:?an $0.00 0612212014 | Approved :""m, .-
‘::;‘:‘(': ek 071032014 | 07032014 4.96 | 4 ';:ullx::‘-:?:nu $0.00 06v27‘)0|4‘vao~ud :""w' -
:::?‘c': bl 071012014 070212014 | 4.96 Mo ;:u' :::'S:M $0.00 061222014 | Approved :‘;"M -
uthorization| 1™ Suffix Client 1 Provider | Service|  Service Modifier The default view
g . " c":"; 0 Name | D Code | Description M:dillar Description shows10 authorizations
AV : A AY | avw AV AV A Y
| per page.
Group home
) Rate Unit | Billing Client Last | Business
S“: e”'- En: ll}:"’ v li".:‘ Type| Type |Responsibility Updated | Status
aYvy AY AV AY AT
07022014 10005/2014 | 4.01 Day 3#::‘:?2“9 $0.C0 DE/2272014 ‘ Approved
1 |
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List Page Basics

4. Scroll down to view more

lines

. The viewing page

Provider Authorization List

‘Welcome

fou have logged in with EXT

Provider social services rrorile.

T —~Select-

,
controls appears at the - eeeeeee oo v [
bottom of the screen — | [k |
- I:::::n:l.em 07/01/2014| 071312014100 |1 06/2212014 | Approved | Error --
1 _ SN, —— Y P 'oszmu‘nonvmw.'l‘f,,,, --
' To flnd th.e tOtaI r]umt).er - 071042014 | 07042014496 10 |14 0612272014 | Approved; ;‘;’,n,-—ﬁ 4 SC"OI/
of pages in the list, click T 1t mﬁ_
on Page Count _- o ey = E——
I i e w2 e --
. The number of pages et 7 ] s
y A
appear 5
8a Click on 6 Click on
. To show the next page - *
a. C||Ck on neXt, Viewing Fage 1 MNext == |2 Gl:ll Page Count | SaweTaXLS
or &b Enter j \
b. Enter the page number 8c Click on Co| PageCount=2  SaweToXLS
and -
c. Click on Go
View Authorization List (Feb 9, 2015) 4 of 25
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List Page Basics

Provider@ne

9. To export the list as an Excel
file, click on SaveToXLS

|‘nf|ewmg Fage 1 Mexi== ]2

Gao ! Page Count

SaveTaXLs

Note: The screen prompts to save the Excel document will
differ depending on your computer programs. However, the

resulting file will look the same.

10. The Excel file contains
all the information, plus
a bit more than the List

i

9 Click on

10 Excel File of Provider Authorization List

2[d ™ - < ShowAttachmentServiet.xls.bt = Microsoft Excel
Page [ ] et Pagelwout  Fomuass  Data  Re e

gy Cut Calibri 1 AN == SiwepTet General

<3 Copy

# Fomatpainter | B 4 U ! A EEE EE Mg nter $ - y | %988
Note: ’

u34 - fe
« You can copy data from —

3 Suffix# _Client ID Client Nar Provider IC Service Cc Service DeModifier Modifier [ Start Date End Date Rate

the file and paste into a
ProviderOne billing
page or search fields,
improving accuracy and
reducing the potential
for typing errors.

« Create a new Excel file
prior to providing the
service, authorizations
can change.

Supportec
Group hor
Adult com
Personal ¢
"Personal (U1
Personal ¢
Respite cz
Respite cz
Respite cz
Respite cz
Payment;
Communi
Home mo UA
Home mo UA
"Communi”
Home mo UA
Home mo UA
Home mo UA
Home mo UA
"Ther beha”
Home mo UA
Non-med

06/01/201 07/02/201 1500
07/02/201 10/05/201 4.01
07/04/20107/22/2011
05/04/201 05/04/201 11
"M/caid ca07/01/201 07/31/201100
02/01/201 12/31/201 11
07/04/201 07/04/201 4.96
07/03/201 07/03/201 4.96
07/01/201 07/02/201 4.96
07/01/201 07/01/201 4.96
01/01/201 12/31/201 100
01/01/201 12/31/201 1000
M/caid cal01/01/201 12/31/201 1000
M/caid cal06/01/201 12/31/201 100
[ 01/01/201 12/31/201 100
M/caid cai01/01/201 12/31/201 1000
M/caid cal01/01/201 12/31/201 1000
M/caid car01/01/201 12/31/201 100
M/caid cai01/01/201 12/31/201 100
1 01/01/201 12/31/201 20
M/caid cai07/01/201 07/10/201 550
03/11/201 12/31/299 616

Units

1
1
1
.
2
1
1

Q

Unit Type Billing Tyg Client Res Last Upda’ Business $Eri

o] P
Monthly Monthly R0
Day Monthly FO
Day Monthly RO
"1/aHour Monthly RO
Day Monthly FO
1/4 Hour Monthly RO
1/4 Hour Monthly RO
1/4 Hour Monthly RO
1/4 Hour Monthly RO
1/4 Hour Monthly RO
Each Span Multo
Each Span Mult0
Each Span Singl0
Each Span Singl0
Each  'SpanMulto
Each Span Singl0
Each Span Singl0
Each Span Sing|0
Each Span Singl0
"1/a Hour "Monthly RO
Each Span Singl/0

Span Mult0

07/02/201 Approved N¢
06/22/201 Approved N¢
06/22/201 Approved Eri
06/22/201 Approved Er
06/22/201 Approved Er
06/22/201 Approved Nc¢
06/22/201 Approved N¢
06/22/201 Approved N¢
06/22/201 Approved Nc¢
06/22/201 Approved N¢
06/22/201 Approved N¢
06/22/201 Approved Eri
06/22/201 Approved Eri
06/22/201 Approved N¢
06/22/201 Approved Eri
06/22/201 Approved N¢
06/22/201 Approved N¢
06/22/201 Approved Nc¢
06/22/201 Approved Nc¢
06/22/201 Approved N¢
'07/02/201'Rew.'|ewm; N¢
06/22/201 Approved Erl

View Authorization List (Feb 9, 2015)
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Tt Billing Importance Provider'ne

To submit a claim in ProviderOne, the following authorization 7 Proider‘ Authorization List Page
data is required: i '

‘Welcom I'have logged in with EXT = =
Provider sucias servwes riuie, Links: [ =

1. From the Provider Authorization List Page

2c 2b 2a 2d 2e

Authorization Ll:e Suffix Client ID Client | Provider | Service Service Modifier Modifier
“ A “ AV Name 1D Code | Description AY Description — ' ‘
v v v v \J \J v = 31K
. v |*® e 8 - - " Basic Billing |Screen
Group home <5 N

B -
. -

I \
|
| A\

services

Adult
companioncare
per diem

Notd asterisks (*) denote requiredNgld
Bas ¢ Claim Information
Pro ider Billing | Subscriber | Claim | Service
RPVIDER INFORMATION
BILLING PROVIDER
* Provider ID;
UBSCRIBER/CLIENT INFORMATION

SUBSCRIBER/CLIENT
* Client ID:

Billing Instructions

2. The following fields
are required for billing:
a. Provider ID

Client ID

Authorization # BASIC LINE INFORMATION

Service Code B

Modifier (if applicable) '_

CLAIM INFORMATION

CLAIM INFORMATION
* Authorization Number:

T IT '_J Yy
¢ # Saryice Date Ta: I_I_'|'_
Modifiers: 1: | z x 4 funis [T

* Service Date From:

®oo0T

* Service Code:

Patient Account No: I

Add Service Line Item Update Service Line Item |

View Authorization List (Feb 9, 2015) 6 of 25



R Billing Importance ProviderSne

Another important field is the Unit Type field. The Unit Type will influence how you can bill. See pages 23 & 24.

Prowder Authorization List Page

3. Unit Type
Select -
Provider suviar servives riuig,
Path: Provider Portalf Authorization List Page
Close
Providar Authorization List
Tines By : . And . #nd
Lia
Aigthacal pation S Cliant Provider | Serdice Sersice mlllur Unit | Billing Lawt erninve ]
¥ : i LIl:ﬂ:I.I e 0 Cinla ription m-dlllnl 1 S|ar| I.'lm lm‘l Dm Unlu Type| Type b 1y Saatunlll &
o = l. 'I' AF| 4w et " av
i [ Type : s o
1 orRatal 10054101 |1 |00 || 0620 | appeoll
1 DF0A| T | 1 1 Dy :::"I:I'Lo ol | oeacnia | appeovelll ier
= £ i | ety ) - e
1 ospazms senazmal 1t |2 LB Ly namLAn | Appes
hcan care
1 tew | simie | OPRRLTNE| ST | v 4 Dy | Mol owz20 | Appfifell Error
ol Aecurring|
= ¥ 1 | uosmly | D . .
1 (Pt R PR T EUE Howr | Fcuiving v AT
£ & 1 | Mosthly
1 ormazova| eroezniafass (10 (L | DRERN oI
1 OFRAGE| BaNE | 496 | 10 :k:" :‘:C'I'I'I‘r"“ 4 06T !
! *] Wowr !
& . | Moathly e
i 0P 08| TOR A | 456 10 Howt | Ancuring 062104 | Approree

Doy ’

14
3 -» L=

Note: The Unit Type is important for billing. You can :
only use a date range for billing if: 14
« Unit Type is Daily or Monthly T:
« All services were provided consecutive (in a row) Vet

- All services were provided within the same calendar s
month.

View Authorization List (Feb 9, 2015) 7 of 25



R Billing Importance ProviderSne

Another important field is the Error Status field.

Provider Authorization List Page

4. An “Error” message indicates

that there is an issue with this Provider suwiar o<t vie> rivne. e .
. . . Path: Provider Portalf Authorization List Page
authorization at some point
within the life of the
.
authorization. m——————
Tines By : v fnd v nd

L
Aigthacal pation S Cliant Provider | Serdice Sersice Maoditier Hats Unit | Billing Lawt erninve ]
i 017y | CRD | e [ Code | Description |MOIMON o ipsio Start Date| End Date "y (U0 fope|  Type pdated | Sasiusll 5
v : “v av A¥ avw “w av
Husthly Error o
1 UFRAUNA| 1004 (401 |1 |Dey |pot T Seat a0 | apprceelll CC
! - us
Husatn
1 OFbARiE| BRI |1 1 Day H-:I'I:Iuln":|u A Y 7202014 | Apgeorvell e
= L A | Rty . E
14 'S 1 2 T
1 ospazoae| smnezmal11 |2 B8 IR hanians | Appes
| [re—— | | | [ No [
1 U tew | simie | OPRRLTNE| ST | v 4 Day | MoSTUY 722004 | Appffell] Error
et fecuring | [ FYON

1 | Wil

D20 12041 1 Hour | Rncurring

-11 Modmby
Hour | Ascurng "'(,'

| Moty
Hour | Hecurmg

OPRZIE| BTN | 495 | 10

OFRAREE| BTG4 | 4.96 | 19

1 urwarea| eruz4fase 10 (14 ::::.‘:w
' Error
4 =] Lo

Note: If an authorization is “in Error”, you must check to
see if the error is in effect prior to performing the service. :‘.Ou..
Follow the steps in “View Error” (pg. 12) to determine if

the error status effects the time period you would like to —
provide the service.

No
Error

No
Error

View Authorization List (Feb 9, 2015) 8 of 25



%iﬁ'f& List Page Search Prwider@ne

This section shows you how to search the Authorization List Page

! Provider Authorization List Page

4

1. From the Provider
Authorization List Page

4 —Select— -

2. Click on [~ ]filter by drop
down

3. Select filter type (IE: Client

ity By And
Name)
Augthaca| zavtion ”;"' Suffte| Lo | Cllent | Provider |Service|  Service iy Modifler [ End - Unit | Billing Client Last | Dusiness| Ermor Coe ; ll-::;-r
L) H L] av Mama L] Cose | Dasmscripilon a v | Dmscripion v ATy 1|H: Type  Responsibility) Updsied | Sastis | Sigtus II g Phone
L) avw av av ar av A¥| avw av av av av aw [
} | }
Ertmip hame Husathly ™
. SETVICES OFRQR0E| 10057014 |401 |1 Dy Recurring DETI0N | Appe oresd Errd
4. Enter filter data (IE Last = et
AT A A OFDaoNe| SrI4 |1 1 Dy Hll\::llll‘r:'|p o TR0 | Apgireed | | Fror
and first name) - == ek =
oseazona sandamafn |2 L8 (OSER DAL 324 | Approwed | En
Mecaal care Rhoathi
'''''''' u e st [OPRU200| ST 100 |1 mey |ORE (o OET2R014 | Apprresed | Error
el BTG
[ i cam 164 | Moy o W
5. ( :“Ck on GO = i ozenzon| 12omamafn [1 |18 (e T | Appweed | po
z 14 | Moty E He
e DPRARa| ekt | dnk [ |4 | D - [ IR0 | Apprved | 5

Provider Authorization List [2 Click on . 4 Enter
mes By . Client Name [ f- ‘) e .
e t

Authorization #

]
Billing Type '\5 CIiCk on

Business Status
Client ID

Client Name

Client Responsibility
Ermor Status

et <+« 3 Select

Modifier
Processing Status
Prowder ID
Semce Code
Star/End Date
Suffix #

Unit Type

View Authorization List (Feb 9, 2015) 9 of 25
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List Page Search

6. Filtered list appears

7.
this client

6 Filtered List

Results show authorizations for

Provider Authorization List:

ilter By : Chient Name

: Line " .
Authorization M Suffix Client 1D Client J Provider

B B AV Name 0

AV : AY AY AY

And And v
Service Service Modifier Rate Unit | Billing Cliemt Last Business' Error Case
" Modifier Start Date’ End Date Units : Manager

Code | Description A Description PR AV AV 'y Type| Type Responsibilityl Updated | Status | Status s,
Ay AY A Y P56 A [ Ay AY Ay . ""’

Group home e e Monthly P . No
SAT22 services 07/01/2014 | 07/31/2014 [4.01 Day Recurring| ¥ 0o 06/22/2014 | Approved Error

Aok e » Monthly o o No
$5136 | companioncare 07/001/2014 |07/31/2014 |1 Day Recerrin 0o 06/22/2014 | Approved | Error

per diem 9
ripsp | POTRINN S0P zig1o0ts lozntoois {11 SN [N | 900 01/07/2014 | Approved :‘.O'o:

Authorization Line Suffix
v K
AV AY

Client 1D

Y8

Cliemt

Hour

Recurring

Case
Manager
Phone
Number

AY

Name
AY

View Authorization List (Feb 9, 2015)
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ﬁﬂ'”";ﬁ? List Page Search Provider@ne

To return the list page to the default list:
8. Click on [~ [filter by drop down
9. Select blank filter

10. Clear filter data

11. Click on Go

6 Filtered List

Provider Authorization List: A
faecty: Ciont tamo TN s o ) - -
Go
‘ i Case
Line Case
Authorization Suffix Client | Provider |Service Service Modifier Rate Unit | Billing Client Last | Business| Error Manager
L] " B Client 10 Name 0 Code | Description “T":'" Description s“:‘ [v’." E": [:". AY l:".:’ Type| Type |Responsibilityl Updated @ Status | Status| ":‘""" Phone
AV V8 av av aAv AY av AV av av ‘ AY AY |avw o'y | Number
| & | = o AV

Monthly
Recurring

Group home
services

Provider Authorlzation Uit ~ & Click on 70 Clear

i , = .
B--A I <"'-"A

uthorization #

SAT22

No
07/01/2014 |07/31/2014 [4.01 |1 Day Error

$0.00 06/222014 | Approved |

Billing Type
Business Status
Client ID

Client Name
Client Responsibility
Ermor Status
Last Updated

'\ 77 Click on

\ 9 Select

Line # Authonz aion #

Modifier Billing Type

Processing Status 7
Bu=siness Status

Prowder ID

Semce Code Cliant |0

Stan/End Date

Suffix #

Unit Type

View Authorization List (Feb 9, 2015) 11 of 25
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List Page Search

To return the Provider Portal:

12. Click on Close

or

13. Click on Provider Portal in Path

Provider Social Services Profile.
Path: Providergortal/ Authorization List Page

13 Click on

~-Select--

[
cosew 12 Click on
Provider Authorization List: A
[Filter By : v And v And v
Go
| Line: ‘ i Case
Authorization Suffix Client | Provider |Service Service Modifier Rate Unit | Billing | Client Last Business, Error | Manager
B | : ' C":"'lm Name 1] Code | Description u‘:dle" D-urlpﬂon'sur (')m' E": (?m AY l:"‘:' Type| Type |Responsibility| Updated | Status | Status “:‘:"m“:' Phone
AV v 4" AY AY AY AY AY AY AY AY AY AY AY e Number
Group home 7 Monthly x i No
services ! 07/02/2014] 10052014} 4.01 |1 Day Recurring | $0.00 06/22/2014 | Approved Error
Adult ‘ Monthly
$5136 | companioncare 07/04/2014 0712212014 |1 1 Day Recarring | $100.00 06/22/2014 | Approved | Error

per diem o
Personal care ; 14 |moathly | <o s
ser per 15 min oy bona ot LU B Hour |Recurring | ¥ 04/01/2014 | Approved | Error

! : { 4 ! { !

| Micaid care

Personal care |, [lev 1 state | 07/01/2014| 071342014100 |1 |pay |™"™ | s0.00 0612212014 | Approved | Error
ser per diem | get Recurring
Personal care X 1/4 | Monthly $0.00 : No
ser per 15 min 020112014 12/31/2014} 11 ! Hour | Recurring | 01/07/2014 | Approved Error
Respite care a 1/4 | Monthly X 29 No
sarvice 15 min ‘ 07/04/2014| 07042014 4.96 | 10 Hour | Recurring $0.00 06/22/2014 | Approved Error

4 { { 4 ! 4 4
Respite care | D 14 | Monthly 2% No
Susvios 16 mia 07/03/2014) 070320141 4.96 | 10 Hour | Recurring | $0.00 06/22/2014 | Approved Error

| 4 + 4 4 4 1
Respite care , 1/4 | Monthly ! No
service 15 mis 070012014 070212014 4.96 | 10 Hour | Recurring | $0.00 06/22/2014 | Approved Error

| 1 ! | i i !

View Authorization List (Feb 9, 2015)
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%Iﬁ'm View Error Provider@ne

This section covers how to determine when an “Error” will prevent a provider from providing and being paid for a

service during a specific time period.
1 Provider Authorization List Page

1. From the Provider

. . . Provider suciar services riuie, —~Selec- s
Authorization List Page Path: Provider Portal/ Authorization List Page
2. Authorization is in “Error”
Tines By : v fnd v nd

Information you can check

1. Check the expiration date of | |[ & 158 ¢ & & (B9 e FeR B 1= o
your contacts in Manage t e s A e = :;’:; waaions ool 1.,
Provider data, Step 8 ' wsaoa sxzzzmals |1 (oo [Nt | W Reicone sl o
ContraCt Information. :' . :oswnu::eoamun |2 ::;q,:::;",’,‘,’:m . Hﬂl.-:l'-'l:-\np'v

i care 0

- " Mussthily
i lew | sinie | OPRAREVE| 82014 $0 |1 | Dey - w722074 | Appflfeell £rrod
aat fecurring | [ FPOH

1 | Wil

2. Check the expiration date

you licenses. ' s e W A
1 oAz eroazetd|aas (10 |14 :‘:e.lll?r':m Error 0

| Moty

OFRAGENE STONTMAa00 |10 | L L e

— =10 === Error
4
2 =] Lo
’Y thi h to vi ) Note «
ou can use this search to view o « ” =
our active authorizations for a It an authorization shows “Error”, —
youra . you must check to see when the Mo
specific month (ie. The month you s :
- error is in effect prior to Ervor
are billing for). - :
billing for the service. Mo
N o Error
No
Error

View Authorization List (Feb 9, 2015) 13 of 25



Rty View Error Provider'Se

To identify when an error is in effect for a specific month. Conduct a search for that month.

Provider Authorization List Page
3. Click on [~ ]Filter By drop Provi
down

 ~Select- -

4. Select Start/End Date

[ Ciose ]
5. Enter Start Date (first day Ii:rm-rwmmu-t

. ey By : - finad il dind
in month)

Unit | Billing Cllmnt et | Bewiness B

ﬂm.lmmn ’ “:“ Chiaat IO :d:ll::‘ll hu:_l'm T::Lm I.'::(I:.I:I'nn ModHiar m".?.’.'.'.';; Syt Date) End Date E‘?u"'“np' Type  Responsibility| Updsied | Sestus | Sinius, '::.' “p'.'.';?."
aw | Elavw| o7 av | av |av av S ) av | av LT oaw av av | av avw| U b
6_ Enter End Date (Iast day in . ""::':::"" OFRe| 100S4 401 |1 | Dey :::I'.:':w.n -thJ.ln'Hllmrlrvm-I“:;w
month) ;I::i:::..m e oFmai| BnaEmta |1 1 Day ::II:I'I,':'D O8F0% | Approeed | [ et
::;:.1;:: :us(-lmu::eo-lmu " 2 :i:ur:::r’:;u :,“m_.,-_-,:ww-i,
:‘:;‘;'};" " i pr PRI BT a1 Dy :("_'("'I':mu L] OETLI04 | Approved | Ermod
f:'r';:':; - I g Emaf1 |1 :u:n::::w ] o124 | Approwed | 10
E"“'":":"‘,a"m. ormazoia| eroazeta|aas [0 |14 :‘:I:‘L 0 DEIE04 | Approved :':’w
Providar huihorization List [ 3 Click on Ve 6 Enter
lien By :  Start/End Date 077012014 / 07/31/2014 dind N
e e— Lo
Authorization # 1
Billing Type
Business Status
Client ID 5 Enter Note
Client Name
Client Responsibility The date range must be:

Eror Status

L& « One month only
Modifier \ . Start date must be 1st day of month

Processing Status

Proder 1D ge':cé %I-:Ele 4 Soloct « End date must be last day of month
enice e ol S nd Liala e elec

SavEndae  [Sifixs . Dates are entered as: dd/mm/yyyy
SUmXx

Unit Type
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R

View Error

Search results appear

For the search month, the authorizations show “No

Error’ so the provider can perform the authorized

8
v

services and be paid by ProviderOne.
Provider Authorization List: [ o
Fiher By : Start/End Date = [7/01/2014 07/31/2014 And - Status
Go AY
Authorization Line Suffix o Client Provider | Service Service . Modifier | . Rate .| Unit | Billingg
'] # Cliwnt M0 Nona D Code Descriotion Modifier Descrintion Start Date| End Date > Units e et
AV : av AN A av av AE" X A’v“ T av [* ":'v a.wv Mo
== ’ r Error
:“I‘:l‘:::bdlll()ll( ane 07)0172014 | 073172014 |1 1 Day :::)\"I::‘:YH “0
per diem | [ Error
s Wl oo |z | |2 |y | ecume
::'r";é':‘ﬂ‘n;:* u r‘u :'S;: 0701/2014 |07/31/2014 |100 |1 | Day :12-:.::‘:" No
| dot ||} Error
:;:;:':"1‘,: o o7/01/2014 |o7asEee (11 |4 :‘:M'R‘f:;?:n
—t Error
:“I:":"p :::'I:m 07/01/2014 | 073172014 |4.96 | 10 :|':u' :‘:“’t"::’m
E:::\:‘:": ;::lr:m 07/01/2014 073172014 | 4.96 | 10 ;‘il:ur L:-T:Zn NO
- Error
No
. . . . Error
If the authorization line has a Error Status stating Saiée
“Error”, contact your case manager to find out why Status NO
the authorization is in error. Services for dates with AV Error
“No Error” can be be claimed regardless of whether
other dates on the authorization have “Error” status. |, :“’
mor

7 Search Results

And =
Coase Case
Last Businesfl Error " " Manager
y Updated @ Status [ Statud ;::f: Phone
AT av AV Number
AT
P
- No
DE/2212014 | Approved Error
No
0682212014 | Approvedl Error
Mo
040152014 | Approved Error

Mo

062212014 1 Error

14 | Approved o
14 | ROPIOVER Error
N

D82272014
Error

Approved

08222014 | Approved *®
Errar

Mo

062212014 Error

Approved

View Authorization List (Feb 9, 2015)
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ﬁﬁ'”ﬁ?g View Authorization History Provider&ne

When you receive an alert message that says your authorization has been changed, this section shows you
how to find out what has changed. 7 Portal Page

1. From the Portal Page

‘Welcome You have logged in with EXT ;
Provider Social Services Profile. Links:

Path: Provider Portal

2. Alert message appears informing you pronderone o [ —

that an authorization has been Provider Portak
Online Services Weleame! Hidie/Max
cha nged The Department of Social and Health Services (DSHS) is an
Payments Hide/Max  agency that helps people. We do this in partnerships with
View Payment families, community groups, religious organizations, private
providers, other government agencies, and the many thousands
Provider Hide/Max  of generous foster parents, neighbors, and citizens who make
Provider Inquiry Washington a special place by taking care of each other.
Manage Provider Information
Admin Hide/Max

The mission of DSHS is to improve the quality of life for
Chi‘llme_ Password individuals and families in need.
Maintain Users

Social Service Authorizations and Billing Hide/Max
Saocial Service Claim Inquiry

Social Service Claim Adjustment fVoid My Reminders
Sacial Service Billing Screen
Social Service Batch Upload
Social Service Batch File Status

2 \ Social Service Resubmit Denied/Void

Filter By:

Social Service Retrieve Saved Claims
Social Service Manage Template

Alert Message Alert Date
AT it J
an Authorization|| s creatediupdated in Providerone 10/19/2014

The alert date is one day after
the actual change date of the
authorization.

View Authorization List (Feb 9, 2015) 16 of 25
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View Authorization History

Provider&ne

This section cover how to search and view an authorization’s history and to identify how an authorization has

changed.

3. Click on Social Service View
Authorization List

Portal

Pro

e

vider

fou have logged in with EXT
Provider Social Services Profile,

Path: Provider Portal

i —Select— b d

Maintain Users.

Social Service Autharizations and Billing
Social Service Claim Inquiry

Hide/Max | Manage Alerts

Online Services Welcome! Hide/Max
The Department of Social and Health Services (DSHS) is an

Payments Hide/Max | agency that helps people. We do this in partnerships with

View Payment families, community groups, religious organizations, private
providers, other government agencies, and the many thousands

Provider Hide/Max  of generous foster parents, neighbors, and citizens who make

Provider Inquiry Washington a special place by taking care of each other,

Manage Provider Information

Admin Hide/Max  The mission of DSHS is to improve the quality of life far

Change Password individuals and families in need.

Social Service Claim Inquiry

Social Service Claim Adjustment/Void
Social Service Billing Screen

Social Service Batch Upload

Social Service Batch File Status
Social Service Resubmit Denied/Void
Social Service Retrieve Saved Claims
Social Service Manage Template

Social Service Manage Batch Submission

Social Service Claim Adjustment,Void My Reminders

Social Service Billing Screen Filter By:

Social Service Batch Upload Read Status: - o

Social Service Batch File Status | - | Al Type Alert Message Alert Date Due Date Read

Social Service Resubmit Denied /Void Ar AT AR iy LY

Social Service Retrieve Saved Claims No Records Found!

Social Service Manage Template

Social Service Create Claims from Saved Templates

Social Service Manage Batc|jpaSubsissd

Social Service View Authoris . - . . T ]
Sacial Service Authorizations and Billing Hide/Max

Social Service Create Claims from Saved Templates

3 Click on

Social Service View Authorization List

View Authorization List (Feb 9, 2015)
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ﬁ?ﬁ'f‘ View Authorization History Provider@ne

4. Provider Authorization List Page
appears

Welcom Thave lngged in with EXT

Provider suviar serviwes riuie, gy -Select- e

5. Click on 3 Filter By drop down menu

6. Select Authorization #

and

Cllant | Provider it | Bililing Cilent Lawt | Business Ernos
Mama L]

FLane
Start Date) End Date | e U fype| Type | Rosponsibiiity) Updsied | Sesius | Simius,
¥ i av av “v av [av

7. Enter Authorization # from Alert
Message

av avw

Moathly
" | fscurrng

orsanora| sramEta |t (1 | ey [

DEDA014) MANLTI4

gggggg

5 Click on 7 Enter

Provider Authorization List ‘
ilter By | Authorization # =

Authorization #
Billing Type
Business Status \
Client ID

Client Name

Client Responsibility
Error Status

Last Updated

Line #

Modifi T E——— <

I:’looc'ezlsmg Status| "'"-'Drlza LAl # 6 Select
Provider ID Halling Type

Senice Code Business Status

View Authorization List (Feb 9, 2015) 18 of 25
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Prwider@ne

8. Clickon 3 drop down menu
9. Select Processing Status
10. Enter “%” (wildcard sign)

11. Click on Go

Provider Authorization List

S B My
dorye 4
. I'have logged in wit o
N -Select- -
Provider suwiar servives riune, .
And

| = Cone | Conm

Wats Unit| Biling | Cllent Lamt s Enror anagar

Slart Date) L Cste | e i Tree| Type | Responsibliiy| Updased | Status | Sws “nee?®' | Fhone

av av v aw aw av anw Humber

seruices

.........

nnnnnnnn

Provider Authorization List

iier By : | Authorization # ~ -
GO

...... ™
OV 0| 100014401 1 Ny Rscuiring o TR0 | Agp oreed Em
Muoathly
(7 W2 o Dy Recumrng Api reed |
B 16 | Mty '
| 1 DAL
DSRG0S ST 11 |2 f] e 040172054 | Approwed | En

Mesmews) ||| o
Tl ™ W g BT | Apprresd | Ervad
aet

And Processing Status -

Authorization #

17 Click an’

& Click on 7

O Enter

% / And

Billing Type
Business Status
Client 1D

Client Name

Client Responsibility
Error Status

Last Updated

Line #

Modifier

Processing Status
Prowder ID
Senice Code

|07 l
W odifier

9 Select = Frocessin

=Stafus

roader |

Wild Card

The “%” sign is a wildcard.
When used in a search the
results will show all possible
results for the filter.
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View Authorization History

12. The filtered list appears
showing the Business
Status as: Approved,
Canceled, or In Review.

13. The list shows the
Business Status as:
Approved, Canceled, or
In Review.

14. The list shows the
Processing Status as:
Active or Inactive.

12 Filtered Authorization List

Close

Provider Authorization List

 prrrYEl

And Processing Status * %

Service

1 06012014 | 08152014

Viewng Fage 1 1 | Samrons |

cccccc

Line
. e z 2 b
Authotization P Suffia Clent 1D Chent rovider | Service: Code fier Modiher Start Date | End Dete | Rate [Units Unit | Billng Chemt
B Y . Ay Name L] Code Dese onl & ¥ Description av av AY AY Type Type  Responsibiity
AV vy AY Ay A av “' AY AV avw AY
04013014 | 04184014 | 1900 1 |14 |Monthly | L,
Hour Recerring
14 Monthly s0
OV IG014 08302014 1600 1 1 ur Recwrrs -
Mor =
CDIA | BTN | 150 |1 ¢ |Recwrring | 399°
Ll

And
Last
Updated
av
c&/ 141l Apg
14
14701
/30201

Status
Authorization must be:
. Business Status: Approved
. Processing Status: Active
To provide service and be paid.

Wppir o e ol

Approyed

Conceled

Carcehad

LRl o

Tra T

G e 1]
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15. The Suffix # “2” shows
that this authorization

has been split into time
r|o ds Provider Authorization List
pe Fliver By : Authorization 2 '- And Processing Status * % And
e | e ":.'n':' Code Nz'ﬁ oatier k“.‘ii%fmn o Oue | £ Oute | Ruff Ut .j,"l ?‘:‘;‘:‘ messarnar u::‘:;lm 8“;:'.".:. SE:vuo""E:‘:;" '::n:";:." ”":‘:.'.;‘.““‘
16. The rate for this s | sof]| [ mamer | B
authorization was ———1 =
changed for the period —
06/15/2014 and s e i S
06/30/2014 0&1/201 . e .,"., s 0&/4va014| Canceed | Emo
- Authorization Line| Suffisc ‘
&5 o " Start Date| End Date | Rate
AT = aw AY AN A
w
- L t » 05/01/2014 | 06/15/2014 | 1500
> 15
- ! z <1 06/16/2014 | 067302014 | 1600 |gm 16
Note:
« If the change effects the entire time period of the authorization it will not “split”. The

Filtered Authorization List

old service line will become “inactive” and a new service line will become “active”.

When billing, the provider only needs to list the “Authorization #” in the claim.
ProviderOne will select which “Suffix #” and “Rate” to use based on the Date of
Service. IE: All bills dated 06/16 to 06/30 will be have a “Rate” of $1,600.
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21 of 25



H\-J-ﬁsm k1]
DEPRRTRAENT OF
SEHCIAL fr HEALTH

SERVICES

View Client Responsibility

Provider@ne

This section covers viewing client responsibility.

1. From the Provider Authorization List Page

Click on the monthly responsibility
amount to view a breakdown of respon-
sibility for the authorization.

Client
Rasponsibilityg
A ¥

2 Click on Feg100.00

1 Provide Authorization List Page

$0.00

Responsibility
The amount shown in the
Client Responsibility field is
the responsibility for the
current or search month.

Provider Authorization List: i"J ALt
Filter By : Start/End Date ~ (7/01/2014 And Start/End Dat| And ad
Go
) $0.00 P
Authorization| “'™®| Suffix Client ID Client | Provider |Service Service Modifier Modifier Unit | Billing Cliemt Last Business| Error e Manager
K a B g AW Name 1D Code | Description aY Description| | Type| Type [Responsibility] Updated @ Status | Status Nmnge Phone
AV v &Y A Y AY AY AY AY v AY AY AY AY A Y AV Number
Growp home d 'HI'DD 1 Monthly $0.00 06/22/2014 | Approved No
services Recurring]] Error
Adult No
companioncare q 1 Day $0.00 06/22/2014 | Approved | Error
per diem P |
$0.00 —— -
Personal care 14 <0 o
0.00 4/01/2014 Ve
ser per 15 min q 2 Hour | Recurmal y 04/01/2014 | Approved Error
Micaid care
Personal care Monthly 0.00 . No
\ (] .00 [

8¢ por diem m ldeer'l state $|:I| l:": 1 Day Recurring] 06/22/2014 | Approved Ervor
Personal care 1/4 | Monthly $0.00 NPT SRO N No
ser per 15 min { ! Hour Recumnql ¥ 01/07/2014 | Approved Error
Respit 30.00 114 | Monthly N

espite care Mon . g o
service 15 min { " Hour | Recurring| $0.00 002272014 | Approved Error
Respite care . = 2 14 Monthly e o No

7/01/20 /31/2014 |4.9 00 06/22/ >

service 15 min 07/01/2014 | 07/31/2014 |4.96 | 10 Hour | Recurring| S 002202014 | Approved Error
Respite care e S 1/4 | Monthly ; No
service 15 min 07/01/2014 | 07/31/2014 [4.96 | 10 Hour | Recurring $0.00 06/22/2014 | Approved Error
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?ﬁ;%w View Client Responsibility Provider@ne

From the Authorization Line Client Responsibility

Year and Month

3
4
5. Third Party Resource
6. Room & Board

7

Participation

8. Total Client Responsibility

3 Authorization Line Client Responsibility

2 http/f10.4.3 61:9083/rBith CNSIControlServiet - Windows Intermet Explorer

|| Autherization Line Client Responsibility
YriMo Last Update Date Third Party Resource Room & Board Participation Total Client Responsibility
AV AT AT AT AT v
4 = || 2014106 06 2- 2014 220822 $0.00 <= 5 $0.004= 6 $100.00 €= 7 $100.00 €= 8
2014007 06 Z2- 204 220822 $0.00 $0.00 £100.00 $100.00
201408 05 Z2- 20014 220872 $0.00 $0.00 $100.00 $100.00
20144059 08 F2- 304 2208 $0.00 $0.00 $100.00 $100.00
201410 08~ Z2-2014 220872 $0.00 $0.00 $100.00 1$100.00
; |m|ng Fagel [l=v ||1 C i ] i SaveTodlls

i

Cancel

H1m% -
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ﬁ?ﬁ'ﬁg “Other Than Daily” Unit Types Prwider@ne

All claims are based on date of service (the day the service was provided).

Unit Types: 1/4 hour, 1/2 hour, hour, each, per visit, mile, daily, monthly

1. Each service line is a single day. (See date range for daily & monthly unit types)

2. The number of Units provided on each day of service can be more than 1 (except daily)

BASIC LINE INFORMATION
BASIC SERVICE LINE ITEMS

* Service Date From: [ 01 | -20 | 2014 * Service Date To: | 01 | 20 |2U14

* Service Code: I T1019 Modifiers: 1: ﬁ?z | 3 | & | * Units: m

\ January

Mon Tue Wed Thu Fri Sat

Update Service Line Item

Click a Line No. below to view/update thayLi Information. Total Chgrges Submitting: $70.00
Line Service Dates Modifiers
Units
No  From To 1 2 3 k)
A 01/20/2014  01/20/2014 I 4 Delete k
7 2 01/21/2014 01/21/2014 T1019 B Delete
3 01/22/2014 01/22/2014 & T1019 4 Delete
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ﬁﬁ'm Daily Unit Types

Provider@ne

1. Date range from and to dates must be consecutive (in a row, with no
breaks), within the same calendar month, and daily or monthly units.

2. The number of Units must equals the number of days in the range for
daily unit types, or 1 unit for the month within the range for monthly

3. When you Add Service Line, the date range will be a single service line.
A note will appear on you billing page telling you that the date range will
be broken down into individual daily service line when the claim is pro-

BASIC LINE INFORMATION
BASIC SERVICE LINE ITEMS

* Service Date From: 01 | 20 |2014 * Service Date To: | 01 | 24 |zo14
* Service Code: [ 71020 Modifiers: 1: [UT_ 2: | 3 | a: | *Unif | I 5 I
January
S Mon Tue Wed Thu Fri Sat 2

Important

A date range, or span, can only
be used when:

e Unit Type = daily or monthly

e Days were worked
consecutively (in a row with no
breaks)

e The date range is within the
same calendar month.

e # of units match the # of days
(daily units) or months
(monthly units) within the
range

You can not claim a daily unit type
on the same day of service.

Add Service Line Item | Update Service Line Item

Click a Line No. below to view/upflate that Line Item Information,

Total Cparges Submitting: $333.90

Line  Service Dates Modifiers
Service Code Units
No  From To 1 2 3
1 f|01f20!2l2'14 01/24/2014 T1020 U1 |5 I Delete
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