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Provider

If you need assistance choosing
which provider type to enroll as,
please contact:

Provider Enrollment at
800-562-3022 ext: 16137

Disclaimer:

A contract, known as the Core Provider Agreement, governs the relationship between
DSHS and Medical Assistance providers. The Core Provider Agreement’s terms and
conditions incorporate federal laws, rules and regulations, state law, DSHS rules and
regulations, and DSHS program policies, numbered memoranda, and billing instructions,
including this Guide.

Providers must submit a claim in accordance with the DSHS rules, policies, numbered
memoranda, and billing instructions in effect at the time they provided the service. Every
effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of
an actual or apparent conflict between this document and a department rule, the
department rule controls.”
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Enrolling as a Facility,
Agency, Organization
Provider

The following ProviderOne topics and tasks are covered in
this section:

= Accessing the Enrollment Business Process Wizard
= Entering Provider Basic Information
= Completing the Business Process Wizard Steps

» Submitting the Enrollment Application to DSHS

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 5
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Provider Enrollment Links

Start a New Provider Enrollment Application
https://www.waproviderone.org/ecams/jsp/common/pgNewPrvdrEnrollment.jsp

Resume or Track an Enrollment Application

https://www.waproviderone.org/ecams/jsp/common/pgTrackPrvdrApplctn.jsp

You will need your Application Id and either the Social Security Number (SSN) or
Federal Employer ldentification Number (FEIN) to login.

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 7
conflict between this document and a department rule, the department rule controls.
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Accessing the Enrollment Business Process Wizard

Selecting the Enrollment Type

ﬁi Enter the following web address into your Internet Explorer Browser:
“https://www.waproviderone.org/ecams/jsp/common/pgNewPrvdrEnrollment.jsp
./

=2 ProviderOne displays the Enrollment Type page.

Enrollment Type:

Select the Enrollment Applicable Form

" Individual

e Group Practice

O Billing AgentiClearinghouse
e Fac/dgnoy ) Oran)Insk

" Tribal Health Services

Clase || Subrit

Figure 1 - Enrollment Type
ﬁ«-)’ Select the Appropriate Enrollment form and click the Submit button.

-2 ProviderOne displays the Basic Information page.

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 9
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Provider Basic Information

Entering your Provider Basic Information is the first step in the enrollment process.

Successful completion of this step will result in:
m  Confirmation that a duplicate enrollment does not already exist
m  Assignment of an Application Id

m  Storage of the basic information in the Provider Enrollment Staging Area

<

Basic Information:

ProviderOne displays the Basic Information page.

Dirgardzatbon Manme: I (s shaavr on Encormes Tax Rebin) ®

I;hqmtiqnﬂug.ht“mmt.'r ® FEIN: =
MPL: I UBL
W~ Entity Type: | --S5LECT- =] W0 Entity Type (If Other): |
Oiher Drganizatianal Inlormalson; I---EELI':': Te - il Address: |

Enrallment Bfective Date: I

Figure 2 - Basic Information Page (Institutional Version)

About the Basic Information Page

m  The first time this pages displays, the Application Id will be blank.

m After completing all required input, click the Finish button.

J} ProviderOne displays the Basic Information — Application ID page.

Basic Information:

You have successfully completed the basic information on the Enrollment Application This is your
Application #: 20080206964480

Please make note of this application number. This number will be emailed to you. This is the number

you will be required to use to track the status of your enrollment application. Do not lose this
number once you log off.

Figure 3 - Basic Information — Application ID

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 11
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About the Basic Information — Application ID Page:

m Print this page or copy the Application ID and store it in a safe place. If you exit the
enrollment process prior to completion and want to return you will need this number.

ﬁ_a Click Ok.

L-". ProviderOne displays the Provider Enroliment Business Process Wizard. The
Provider Basic Information status is how set to Complete.

|Clus& ][ Requred Credentials |
Enroll Provider -Facility/Agency/Organization:
Business Process Wizard-Provider Enrollment IFuciIit!rmgnn:y!ﬂrganizaliun
Step Required| Start Date| End Date | Status | Step Remark

Step 1: Provider Basic Information Required |02/06:2003)02/0672003Complete

Step 2: Add Locations Required Iintﬂmnhln
Step 3: Add Specializations Required IlncnmpL-l-
Step 4: Add Ownership Details Required Ilntomp[elt
Step 5: Add Licenses and Certifications Optional Ilnmpreh
Step 6: Add Training and Education Optional Ilnmprele
Step T: Add Identifiers Optional Ilnuﬂmprele
Step 8: Add Contract Details Optional Ilnmpbele
Step 9: Add Federal Tax Details Required Iinn-umpt«ele
Step 10: Add Inveice Details Optional Iinwmpbele
Step 11: Add EDN Submission Method Optional Ilnmmyhlt
Step 12: Add EDI Billing Software Details Optional Ilnwnphlt
Step 12: Add EDN Submitter Details Optonal Iincum;:hll'
Step 14! Add EDN Coantact Information Optional Iintmp[elt
Step 15: Add Servicing Provider Information Optional ]lnmprg|g
Step 16: Add Payment Detalls Required Iinr.-nmprele
Step 17: Complete Enroliment Checklist Required Iim:ompr«ele
Step 18: Submit Enroliment Application for Review |Required Ilnm:»marele

Figure 4 - Enrollment Business Process Wizard

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 13
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About the Business Process Wizard

Required

Start Date

End Date

Status

Required

02/06/2008

02/06/2008

Complete

|

|

J} All steps marked as Required must have a status of Complete before the
application can be submitted for review.

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 14
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Add Locations

Accessing the Locations List

83 From the Business Process Wizard, click the Add Locations link.

Step #:Add Locations

2 ProviderOne displays the Locations List.

Close M

Locations List:

Filter By : v
D Location Number | Location Name | Location Type Location Details | End Date
Ov a Y . i Y AT

Mo Records Found !

Figure 5 - Locations List for Enrollment

About the Locations List

m  The first time this list displays it will be blank.
m  The Locations List displays all locations associated with the Provider.

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 15
conflict between this document and a department rule, the department rule controls.
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Adding a Location

83 To add a new record, click the Add button.

2 ProviderOne displays the Add Provider Location form.

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 17
conflict between this document and a department rule, the department rule controls.
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Add Provider Location

Location Type:

Business Name
at thisLocation:

Contact First
Name:

Address Line 1:
Line 3:
State/Province:

Country:

Fax Number:

Email Address:

Communication
Preference:

Web Page:
Facility Details:

State Facility Id:

Distinct Part Unit: | None

Pharmacy Details:

Pharmacy
Store Number:

340B: | Ne
Pharmacy Volume: | High

Regional Support
Network Details:

R. U. 1D:

Please remember to enter both Pay-To and Mailing
addresses for NPl Base Location and Social Services
Location, and Mailing address only for NPl Servicing
Location. On Approval of the Application, start date of
location will be set toapproval date.

Contact Last Name:
Line 2: |

City/Town:

County:

Zip:

Phone Number:

Cell Phone Humber:

WA Tax Revenue
Code:

Accreditation: | Ns
No.Of Licensed Beds:

Fiscal Year End Date:

MNational Association of

Board of Pharmacy Number;
Pharmacy Type: Mal Order v

Unit Dose Pharmacy:  Ne 'v

End Date:

E” Cancel

Figure 6 - Add Provider Location - Institutional

About the Add Provider Location Form

m  Every Provider enrolling with an NPI must have an NPI Base Location. The NPI
Base Location is used to anchor all of the Provider’s NPI-related specializations and

related details.

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent
conflict between this document and a department rule, the department rule controls.
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m  For NPI Base Location, Managed Care Location, and for Social Services Locations,
three addresses are required:

0 A “Location” address
0 A “Pay-To” address
0 A “Mailing” address

m  For an NPI Servicing Location, two addresses are required:

o A “Location” address
0 A *Mailing” address

m  Mailing and pay-to addresses are subordinate to the location address.
m If a “Base Location” is not identified, the BPW step will be “Incomplete”.

8-3 Click the OK button to save the information and close the window, or Cancel to
close the window without saving.
e
4

ProviderOne validates the information entered, saves and returns to the Locations
List. The Locations List will display new locations.

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 19
conflict between this document and a department rule, the department rule controls.
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Modifying a Location Record

Eﬁ From the Locations List, click the link in the Location Number column.

Location Numiber
- AV
] Jovoat

|

l-!’l ProviderOne displays the Location Details screen.

Location Details:

Weh Page:l

Facility Details:

ﬁccreditatiun:l vl Distinct Part Unit:l :I' .

Pharmacy Details:

Regional Support Network Details:

R. L. ID:|

Location Business Hame: |Care, Inc. * Location Humber: 00001 Location Type: HPI Base Location
Contact First Hame: |Bi|l #* Contact Last Hame: |Smith * End Date: |
Phone Number: |(1 233466-7390 Fax Number: | Email Address: |

Cell Phone Number: [ | E‘L‘[}j;‘“ Revenue ™| Er“;?;:'::ig?ﬁ"“ — =
State Facility 1D:] No. Of Licensed Beds:| * Fiscal Year End Date:[ |«

Pharmacy Store Number:l Mational Association of Board of Pharmacy Numher:l

34I]B:| vl Pharmacy Type:l vI
Pharmacy Volume:l vl Unit Dose Pharmacy:l vI

Address List:
Address Type Address End Date
ar a4 T AT
Location 1234 Main Blvd., Ohympia, Washington 999939 12/31/2999
Mailing 1234 Main Blvd., Olympia, Washington 99999 12/31/2999
Pay-To 1234 Main Blvd., Olympia, Washington 99999 12/31/2999

<= Pren |'v'iewingPagel Mext »> ||1 Gol Fage Count I SaveToXLE |

Figure 7 - Location Details for Institutions

About the Location Details Screen

m  Use the Address List to add and edit location addresses.

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent
conflict between this document and a department rule, the department rule controls.
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ﬁ«% After making your changes, click the Save button to save, or the Close button to
close the window without saving.

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 22
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Add an Address to a Location

m From the Location Details screen, click the Add Address button.

.

Add Provider Location Address

ProviderOne displays the Add Provider Location Address form.

Type of Address : o~ End Date :
Location Address : O Manually Input (O5ame As Location Address (OSame As HPI Base Location
Address Line 1: Line 2:
Line 3: City/Town:
State/Province: County:
Country: Zip: - 1

Canent

Figure 8 - Add Provider Location Address

About the Add Provider Location Address Form

m  Selecting Same As Location Address or Same As NPI Base Location, copies the
details of those locations to this form.

m After completing the form, click the OK button to Save and return to the
Location Details Screen or Click the Cancel button to close without saving.

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 23
conflict between this document and a department rule, the department rule controls.
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Edit a Location Address

m From the Location Details screen, click the link in the Address Type column.

WAddress List:

Address Type
LW

Location

1

JJJ ProviderOne displays the Manage Provider Location Address form.

Manage Provider Location Address

Type of Address : Mailing
End Date : |12/31/2883

Address Line 1: . Line 2:
Line 3: City/Town: "
State/Province: " County:
Country: . Zip: . i

Figure 9 - Manage Provider Location Address

m After completing the form, click the Save button to save and return to the
Location Details screen or click the Close button to close without saving.

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 24
conflict between this document and a department rule, the department rule controls.
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Deleting a Location

m From the Locations List, check the box next to the record you want to delete and
click the Delete button.

Location Number
= AY
00001

Deleta :'l'l‘!‘.'.'!'ﬁ ?&m 1

1

m  When a location is deleted, all details associated with that location, including
Address, Specialties, Licenses/Certifications will be deleted.

What happens next:

m From the Locations List, click the Close button and proceed to the next step in
the Business Process Wizard.

.
LJJJ ProviderOne displays the Business Process Wizard. The status is now set to

Complete.
Step # :Add Locations Required 02/06:/2008 02/06/2008 Complete
Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 25
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Add Specializations

Accessing the Specialty/Subspecialty List

“/

=

From the Business Process Wizard, click the Add Specializations link.

S5tep 3: Add Specializations

ProviderOne displays the Specialty/Subspecialty List.

|CIDSE ||.ﬁ.d|:||| Update |

Specialty/Subspecialty List:

Note: Provider Type and Specialty/Subspecialty are your Taxonomy Codes.

Filter By : ¥l |
: ; - Location Location s 3
/
|:| Provider Type EpEﬂlﬂltffubSpE{:laltf ki e Administration | End Date
. [ J A ¥ A T
AT A Y
Mo Records Found !
Figure 10 - Specialty/Subspecialty List for Enrollment
About the Specialty/Subspecialty List for Enroliment
m  The first time this list displays it will be blank.
m This list displays all specializations by location.
Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 27
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Adding a Specialization

E;-Zg To add a new record, click the Add button.

;!Jl ProviderOne displays the Add Specialty/Subspecialty form.

Add Specialty/Subspecialty:

Location: | =
Administration: w =

Provider Type: | + (=
Specialty: |+ |=
Start Date: |=
End Date: -

Add Taxonomy Code:

Available Taxonomy Codes Associated Taxonomy Codes *

Figure 11 - Add Specialty/Subspecialty

About the Add Specialty/Subspecialty Form

m At least one Specialty must be selected and added to a Provider Location.
m To add a Specialty to all Provider Locations, select All from the Location drop-down.

m Click the OK button to save the information and close the window, or Cancel to
close the window without saving.

-2 ProviderOne validates the information entered, saves and returns to the
Specialty/Subspecialty List.

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 29
conflict between this document and a department rule, the department rule controls.
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Modifying a Specialty/Subspecialty Record

m From the Specialty/Subspecialty List, check the box next to the Specialty you
wish to modify and click the Update button.

|CIDSE ||.-5.d|:||| Update |-

Note: Provider Type and Specialty/ Subspecialty are your Tax

Specialty/Subspecialty List:
Filter By : | bt ||

Provider Type Specialty/ Subspecialty
|:| a ¥ o

T8-Respiratory Therapist- Certified/C020

22-Respiratory, Developmental,
: Rehabilitative and Care

J} ProviderOne displays the Manage Specialty/Subspecialty list.

Manage Specialty/Subspecialty:

Pravider Type SpecialtyiSubspecialty Location | Location | ..o nisteation | End Date
- Hasmibear Hame
& T ar AT AT
T i T
22-Aespiratory, Developmental, |73-Aespiraiony Thetapist- Certifed 00204 Critical it Casey Critigal e
Rehakslitative snid Care ity Care A o

Figure 12 - Manage Specialty/Subspecialty

About the Manage Specialty/Subspecialty List
= Only the End Date can be modified.

BE% After making your changes, click the OK button to save, or the Cancel button to
close the window without saving.

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 30
conflict between this document and a department rule, the department rule controls.
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Deleting a Specialty/Subspecialty

Specialties and Subspecialties can only be deleted during the enrollment process.

m From the Specialty/Subspecialty List, check the box next to the record you want
to delete and click the Delete button.

Specialty/Subspecialty List:
Filter By : b

Provider Type
Ll v

22-Respiratory, Developmental,
Rehabilitative and

H Del=te | Viewing Page 1

What Happens Next:

m From the Specialty/Subspecialty List, click the Close button and proceed to the
next step in the Business Process Wizard.
;1*] ProviderOne displays the Business Process Wizard. The status is now set to
Complete.

IStepE:Add Specializations [|Required |02/06/2008 [02/06/2008 |Complete I

| |

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 31
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View Required Credentials for Specializations

Accessing the Required Credentials For Specialization List

m From the Business Process Wizard, click the Required Credentials button.

| Close || Required Credentials | <=

-2 ProviderOne displays the Required Credentials For Specializations list.

Required Credentials For Specialization:

Filter By : iDl-License vI

Specialty /Subspecialty Provider Type Adminis tration License
& O a Y A Y AT
84-P5Tchiatr',' 2 20-Allopathic & MH D Graduation of Residency of
Meuralogy/M 0400-Neuralogy || Ostepathic Physicians Pzuchiatric Pragram Certificatio
S4-Psychiatry & 20-Allop athic & . .
M euroﬁog','.-"N 0400-Meuralagy | Sstepathic Physicians MHR Professional License

24 -Pzychiatry 2 Meurolagy/ || 20-allopathic & MHD Gradustion of Residency of
MO401-Addiction Madicine Ostepathic Physicians Pszychiatric Program Certificatio

24-Psychiztry 2 Meurologyy || 20-Allopathic & ; ;
ND401 -Addiction Medicine || Ostepathic Physicians| 0 Rrefescinnal license

Yiewing Page 1 Mext == l2 G--:-I FPage Count SaveToXLE I

Cancel

Figure 13 - Required Credentials For Specialization

m To view License, Identifier and Training requirements, use the Filter By drop-
down.

Required Credentials For Specialization:

Filter By : IIIIl-Lin:ense vl
T

0z-Identifigr

03-Training

m When finished, click the Cancel button to close the window.

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 33
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Add Ownership Detalls

Accessing the Owners List

ﬂi From the Business Process Wizard, click the Add Ownership Details link.

Step # Add Ownership Details

-2 ProviderOne displays the Owners List.

Close ||Add
Owners List:
Filter By : v
Provide the list of owners owning 5% or more of the business.
|:| Owner Id Owner Hame Owner Type Start Date | End Date
oy AT AT AT AT
|:| T77-88-3322 Casey, Benjamin Individual Cwnership 01/01/2008 |12/31/2999 |
Delste | Viewing Page 1 'l SaveToXLS |

Figure 14 - Owners List

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 35
conflict between this document and a department rule, the department rule controls.
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Adding an Owner

Q;-Zg To add a new record, click the Add button.

lll ProviderOne displays the Add Provider Owner form.

Add Provider Owner:

Owner Type: | x| SSN/FEIN: I *

MinorityWomen Owned -
Business Enterprise (MWOBE):

Doing Business As: |

Organization Name: |

First Name: I— Last Name: I—
Suffix: Iﬁ
Ownership Start Date: I— * Owmnership End Date: l—
Address Line 1: | * Address Line 2: |
Address Line 3: | City/'Town: I—;l *
State/Province: IWI * County: I_;I
Country: Im * Zip Code: | | address

[ Cepy Mame and Tax] [0k [ Cancel |

Figure 15 - Add Provider Owner

About the Add Provider Owner Form

m If Owner Type is Organization, use FEIN.
m If Owner Type is Individual, use SSN (do not use dashes).
m The Start Date is the first day of ownership.

m  To copy the First Name, Last Name, and SSN/FEIN fields from the Basic
Information page to this page, click the Copy Name and Tax button.

m Click the OK button to save the information and close the window, or Cancel to
close the window without saving.
..
3

ProviderOne validates the information entered, saves and returns to the Owners
list. The Owners List will display new owners.

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 37
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Modifying an Owner Record

From the ProviderOne Owners list, click the link in the Owner Id column.

Owner Id
Ll o

] |777-88-2322

l-!’l ProviderOne displays the Provider Owner Details form.

|
| Close ||Copy Mame and Tax|
Provider Owner Details:
Owner Type: SSNFEIN: [ |«
Doing Business As: | MinurityNUDrrét:';le?I:vﬁrslz?MBwugigE;s:s r
First Name: l— Last Name: l—
Suffix: I—;[
Ownership Start Date: I—* Ownership End Date: Im
Address Line 1: | * Address Line 2: |
Address Line 3: | CityTown: | 7] *
State/Province: IWI * County: I_;I
Country: lm * Zip Code: | -| Address

Figure 16 - Provider Owner Details
About the Provider Owner Details Form

m To change the address, click the Address button.

To copy the First Name, Last Name, and SSN/FEIN fields from the Basic
Information page to this page, click the Copy Name and Tax button.

3}73 After making your changes, click the Save button to save, or the Close button to
close the window without saving.

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent
conflict between this document and a department rule, the department rule controls.
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Deleting an Owner Record

m From the Owner list, check the box next to the record you want to delete and
click the Delete button.

|:| Owner Id Owner Hame
oY AT
W T77-88-3322 Casey, Benjamin
¥ 1]

Delete | Viewing Page 1 1 (==

i

What happens Next:

m From the Owners List, click the Close button and proceed to the next step in the
Business Process Wizard.

.
LJJJ ProviderOne displays the Business Process Wizard. The status is now set to

Complete.
Step # :Add Ownership Details [|Required 02/06/2008 02/06/2008 Complete
Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 39
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Add Licenses and Certifications

Accessing the License/Certification List

m From the Business Process Wizard, click the Add Licenses and Certifications
link.

Step4f: Add Licenses and Certifications

-2 ProviderOne displays the License/Certification List.

| lose [[ad|
License/Certification List:
Filter By : W [6o]
| License/Certification # | License/Certification Type |Location Humber |Location NHame | Effective Date | End Date
A0 AT AT | AT iacv iA ¥
Ho Records Found |

Figure 17 - License/Certification List for Enrollment

About the License/Certification List for Enrollment

m  The first time this list displays it will be blank.
m This list displays all Licenses/Certifications by location.

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 41
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Adding a License/Certification

3;.3 To add a new record, click the Add button.

-2 ProviderOne displays the Add License/Certification form.

Add License/Certification:

Lucatiun:: |
License/Certification Type: ' o =
License/Certification #: .
Effective Date: * End Date: *

Figure 18 - Add License/Certification

About the Add License/Certification Form

m To add a License/Certification to all Provider Locations, select All from the Location
drop-down.

m Click the OK button to save the information and close the window, or Cancel to
close the window without saving.
.«

-~  ProviderOne validates the information entered, saves and returns to the
License/Certification List.

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 43
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Modifying a License/Certification Record

m From the License/Certification List, click the hyperlink in the
License/Certification# column.

License/Certification # Licensel/Certification Type
I:l ad A Y

[] [=258930412 jmmm Professional License

ﬂ} ProviderOne displays the Manage License/Certification form.

Manage License/Certification :

Location: | Casey Critical Care | *
License/Certification Type: | Professional License L
License/Certification #: | 258930413 a
Effective Date: |12/31/1972 |* End Date: |12/31/2999 |*

Figure 19 - Manage License/Certification

m After making your changes, click the OK button to save, or the Cancel button to
close the window without saving.

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 44
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Deleting a License/Certification

Licenses and Certifications can only be deleted during the enrollment process.

m From the License/Certification List, check the box next to the record you want to
delete and click the Delete button.

License/Certification List:
Filter By : b
D License/Certification # Licensel/Certification Type
ad AT
s 253930413 Professional License
mm)| Delete | Viewing Page 1 1

What Happens Next:

m From the License/Certification List, click the Close button and proceed to the
next step in the Business Process Wizard.

ij-*l ProviderOne displays the Business Process Wizard. The status is now set to
Complete.

IStepﬂ: Add Licenses and Certifications ||Optional |02/06/2008 |02/06/2008 |Complete

| 1

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 45
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Add Training and Education

Accessing the Training/Education List

83 From the Business Process Wizard, click the Add Training and Education link.

S5tep #: Add Training and Education

“/

- ProviderOne displays the Training/Education List.

:l:use "-ﬁ.dd
Training/Education List:
Filter By : » \Go
': TrainingEducation Type | Location Humber |Location Hame :".a.me of Institution | Date Completed |End Date
& 0 a v [ | & T a T [
Ho Records Found !

Figure 20 - Training/Education List for Enrollment

About the Training/Education List for Enrollment

m  The first time this list displays it will be blank.

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 47
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Adding a Training/Education Record

E;-Zg To add a new record, click the Add button.

;!Jl ProviderOne displays the Add Training/Education form.

Add Training/Education:

Location: | ;I *
Training/Education Type: | 'l *
Name of Institution: | *  Place Completed: | *
Date Completed: I * End Date: I *
Unit Type: | vl Unit Value: I

Figure 21 - Add Training/Education

About the Add Training/Education Form

m To add a Training/Education to all Provider Locations, select All from the Location
drop-down.

m Click the OK button to save the information and close the window, or Cancel to
close the window without saving.
«

W

ProviderOne validates the information entered, saves and returns to the
Training/Education List.

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 49
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Modifying a Training/Education Record

Eﬁ From the Training/Education List, click the hyperlink in the Training/Education
Type column.

Training/Education Type | Location Number
[] & O A Y

||:| §5PS Training S 00001

;}-’ ProviderOne displays the Manage Training/Education form.

Manage Training/Education:

Location: | ==
Training/Education Type: | 'I *
Hame of Institution: | * Place Completed: |
Date Completed: I * End Date: I *
Unit Type: | vI Unit Valua: I

Figure 22 - Manage Training/Education

Bﬁ% After making your changes, click the Save button to save, or the Close button to
close the window without saving.

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 50
conflict between this document and a department rule, the department rule controls.



ProviderOne
SIS ]
N/ Provider System User Manual

Deleting a Training/Education

Licenses and Certifications can only be deleted during the enrollment process.

m From the Training/Education List, check the box next to the record you want to
delete and click the Delete button.

Training/Education List:
Filter By : h
Training/Education Type | Location Humber
[ aQ A Y
s 55PS Training 00001
mmp Delete | Viewing Page 1 1

What Happens Next:

m From the Training/Education List, click the Close button and proceed to the next
step in the Business Process Wizard.

ij-*l ProviderOne displays the Business Process Wizard. The status is now set to
Complete.

IStepL:Add Training and Education |Optional |02/06/2008 |02/06/2008 ||Complete I

| T

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 51
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Add ldentifiers

Accessing the Provider Identifiers List

From the Business Process Wizard, click the Add Identifiers link.

Step # :Add |dentifiers

-2 ProviderOne displays the Provider Identifiers List.

Close: | add
Provider [dentifiers:

Filter By = b [
o Identifier Type Identlier Value Locaticn Mu