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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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Managing Servicing
Provider Information

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

= Accessing the Provider Business Process Wizard
= Modifying Provider Information

= Submitting the Modification Application to DSHS

Important Note: Servicing Providers do not
manage their own information.

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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Accessing the File Maintenance Business Process Wizard

m From the Provider Portal, select the Manage Provider Information link.

| Note: Servicing Providers do not maintain their own information.

Provider

Provider Inquiry

Manage Provider Information «mm
Initiate New Enrollment

a-i' ProviderOne displays the View/Update Business Process Wizard

View/Update Provider Data - Individual:
Business Process Wizard - Provider Data Modification (Individual). In order to finalize submission
0 Step Required Last l'l-;dbi:"u;lllw Lutnit::ww Staiuz Mw Ft:fllr:uprk
D Step 1: Basic Information Rasguiris OTT00E 07022008 Comphibe
D Siep ¥ Locations Haot Reguined |07 0202008 OTM02r20:08 Complebe
[ Jstep 3 specislizations Reguired 070272008 07022008 Complets
|:| Step 4= Owmership Details Hot Reguined {07 022008 OTA022008 Complete
[] fsmee s Liceasss mnd Cortificabans Risquirid 07022008 07022008 [Complets
D Step 6 Training amd Eduscation {Chpticnal 0T A22008 OT02r2008 | Compliete
[—_| Step 7. ldentifiers {Onprtiriail 0722008 OT022008 Complibe
[ Jsepi: Contract Detsils Hot Required |07 022008 07022008 |Compiete
l—l Siap 5 Faderal Tax Duesiails Raguined JOT 22008 07022008 |Complebs
[ J#ee 10 invoice Details ot Required Jo7mz008 oT0z200E  |Complete
[—| Step 11 ED Subsmission Methed liot Required |07 0272008 07022008 | Cov i b
[ fsiep 12 EDi Bhiling Softwane Details Hot Required 07022008 REG RS Complete
[] [step 13 EDI Submiser Detsils liot Required 07022008 0TM022008  |Complets
[0 |ster 14: EDI Contact iormation tiot Required |07022008 0702008 |Complete
D Siep 15: Billing Proavider Deitails ‘Dpthonal OTRrZ008 07022008 Covn plbir b
[ Jstep 16 Payment Detaits ot Required |o7022008 07022008 fCompiete
U Siep 1T View Linion informaton Reguired 0722008 07022008 Conn plabe
I:‘ Step 18 Submil Modslicabon for R iew [Reguinesd 0722008 702008 Complebs
Figure 1 - View/Update Business Process Wizard
Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 7
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View/Update Basic Information

Accessing the Provider Details Page

m From the Business Process Wizard, click the Basic Information link.

Step # : Basic Information

,‘.'.Jl ProviderOne displays the Provider Details page.

Provider Details:
First Ramee: GREG (s s o Socal Security Card)Middle Mame or Middie Initiak
Last Name: GREEN (s shaowen on Social Seourity Cand)
Suffior w Gender: Maia w
S5 Tikhe: Or b
Date of Birth: 08/13/1955 Servicing Type:
HPI: UBl:
W-9 Entity Type: o W-3 Entity Type (If Other):
fither Drganizational Information: For Praht W Ermadl Address:
Enrallment Effective Date:
Status: Appioed
OK || Canesl

Figure 2 - Provider Details

8-3 After completing your modifications, click the OK button to save.

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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View/Add Specializations

Accessing the Specialty/Subspecialty List

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

Step # : Specializations

;}-’ ProviderOne displays the Specialty/Subspecialty List.

e || A | Uipdate
SpecisttySubspocialty List
Fittar By : [ =l L And] =l
And Dperational Srates: | < =l e
Irvsrratan il
r Prawiar Ty Sl SR e il smatiiE i oy
o e a ¥
- v
s L::I'Iﬁ::'" § Dl 10 Fasmil p Frmihim i 15 fjmali banihiasm [———
rE : __:,_ i Citaapairiy Vi Pl p P el pmsTEER i e, beklisiirm | HE o B
[ [ aia & Srtscpam T il P AR Rhsiirey s sl
T T ——_— B g 5 A i 1 el [IT:Lls - roemd
[ [oanasm, s Pl p Pl s ACAD bl Bkiliciran A I zenirs e e il
r L:\g“: B Civlmgealter Il-:i;.-::rn-l-.nnr ek sl e . e
r -:::‘: B Chimogdt T Pl p PracoaOD00n Pasily Pracion  |Hici& mreonn frinugie fecs i
i ] I | Ermtarit |

Figure 3 - Specialty/Subspecialty List

About the Specialty/Subspecialty List for Enroliment

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
conflict between this document and a department rule, the department rule controls.
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Adding a Specialization

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

lll ProviderOne displays the Add Specialty/Subspecialty form.

Add Specialty/Subspecialty:

Location: | =

Administration: w =

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

Add Taxonomy Code:

Available Taxonomy Codes Associated Taxonomy Codes *

Figure 4 - Add Specialty/Subspecialty

About the Add Specialty/Subspecialty Form

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.

.

ProviderOne displays 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 13
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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.

Manafe Specialty:

Location Location - |
alp Sl iary :
Prowides Typn Speei Mim_l Start Date | EndDate | Status | End Resson
i Allopastic: & T Fumby Pract carsii1i-Sports e 1] el T e ﬁ
DElecpathic Phywicisre: e cirs [ L2 h.lll - I = e I e
| page 11 [1 | BavaTeilE

Figure 5 - Manage Specialty/Subspecialty

About the Manage Specialty/Subspecialty List
m The Start Date, End Date, and End Reason fields can be edited.

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 14
conflict between this document and a department rule, the department rule controls.
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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 6 - 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 15
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View/Update Licenses and Certifications

Accessing the License/Certification List

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

S5tep # : Licenses and Certifications

JJJ ProviderOne displays the License/Certification List.

| Cose [[aad |
License/Certification List:
Filter By : — =1 | And |
Active x |Ga|
r License/Canification Type Licenes/Cartification ¥ Effective Date End Date Status
&0 aT & T a ¥ & T
r HURSIHG HOME LICEHSE A4 TTEEEE DB 2000 12FUTI53 AFFROYWED
I MEDICARE CERTIFICATION 45558582 00TT 220 122 0EE APFPFROYED
I Jeusiness LICENSE L rrassexes] T 2HOZ000 12530350 APPROVED
_ccrwr |wewingpaget_tiwaoe I oo | sawtens |
Figure 7 - License/Certification List
About the License/Certification List for Enrollment
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 17
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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 8 - 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.

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 19
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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 9 - 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 20
conflict between this document and a department rule, the department rule controls.
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View/Update Training and Education

Accessing the Training/Education List

8-3 From the Business Process Wizard, click the Training and Education link.

Step # : Training and Education

“/

- ProviderOne displays the Training/Education List.

:I:use i'-ﬁ.dd
Training/Education List:
Filter By : w Go
0 Training/Education Type | Location Humber |Location Name |ame of Institution | Date Completed | End Date
& 0 a Y i Y | i T a v i ¥
Ho Records Found !

Figure 10 - Training/Education List

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 21
conflict between this document and a department rule, the department rule controls.
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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 11 - 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.

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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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.

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

Figure 12 - Manage Training/Education

EE% 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 24
conflict between this document and a department rule, the department rule controls.
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View/Update Provider ldentifiers

Accessing the Provider Identifiers List

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

S5tep # : Identifiers

“/

= ProviderOne displays the Provider Identifiers List.

Clase :-#I:
Provider Identifiers:
Filter By : b Go|
— Identifier Type Identifier Value |  Location Humbear Location Name $artDate | End Date
i oY i v AT i ¥ ' a T
] [ Previder Madicare Fumbss Joxisei I[ID[IIH Casay Critical Care II]?.'IHIICII].I. I1 3989
Viewang Page 1 1 | SaveTolLS |

Figure 13 - Provider Identifiers List

About the Provider Identifiers List

m  Each row displays a specific identifier for a location.
m Locations may have more than one identifier.

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 25
conflict between this document and a department rule, the department rule controls.
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Adding an Identifier

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

JJJ ProviderOne displays the Add New ldentifier form.

Add New Identifier:

Location:

Identifier Type: | "ldentifier Value:

Start Date: End Date:

Figure 14 - Add New Identifier

About the Add New Identifier Form

m The Location drop-down will display all current Provider locations.

To apply the Identifier to All locations, click the All option from the Location drop-
down list.

m Click the OK button to save the information and close the window, or Cancel 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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Modifying a Provider ldentifier Record

Eﬁ From the ProviderOne Provider Identifiers list, click the link in the Identifier
Type column.

Identifier Type

L] v

|:| Prowvider Medicare Number

| [ |

J-’l ProviderOne displays the Manage Identifier page.

Close: || Save |

[Manage ldentifier :

Location : | 00001-45] Base ]

Identifier Type : | Aduit Family Home Number e " Identifier Value : asd

Start Date : 04/02/2007 End Date : |12/31/2%99

Figure 15 - Manage Identifier

BE% 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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View/Update Federal Tax Details

W-9 information is required and is collected for all Providers.
W-4 information is collected for Providers who have the appropriate Specializations.
W-5 information is optionally collected for Providers who complete a W-4 form.

Accessing the Federal Tax Details Page

€

From the Business Process Wizard, click the Federal Tax Details link.

S5tep # : Federal Tax Details

J-Jl ProviderOne displays the Federal Tax Details page.

|Close || || || || || Provider List |
Federal Tax Details:
Filter By :| -1 | And Operational Status: [active x|

IRS Form W9 information is required for all Providers. Please ensure that your Form W-9 information is accurate by clicking
on the hyperlink below. You may be eligible to enter optional Form W4 and W.- information.

r Federal Tax Form Start Date | End Date | Status Operational Status | Inactivation Date
or a ¥ i T . a T a ¥
I~ [v-5Form

0152002011 1283152999 | Approved || Active

™ [Lock Letter

0152002011 1283152999 | Approved || Active

== Frey |ViewingPagel Hext =5 I|1 GoI FPage Count I SaveToXLS I

Figure 16 - Federal Tax Details Page

About the Federal Tax Details Page

m  The W-9 Form is required for all Providers.
m If you are eligible for W-4 or W-5, the buttons will be active.
m If you are not eligible for W-4 or W-5, the buttons will be inactive.

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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Adding Form W-9 Information

53 To access the W-9 Form, click the W-9 hyperlink.

] Federal Tax Form

[] fw-s Form
«) .

-2 ProviderOne displays the Form W-9 page.
To update/correct the data in the disabled fields,
Form VW-9: : :
please go back to Basic Information step.
Legal Name: SSN/FEIN:

W.9 Entity Type: UBI:

Business Name:
Exempt from Backup Withheolding: []

Address:
Use Pay-To address from the following location: | —SELECT-— v |
Address Line 1: | * Line 2:
Line 3: | City/Town: [
State/Province: | * County:
Country: ' * Zip: y

Phone Number: ' =

Figure 17 - Form W-9
m Complete the form and click the OK button to save the information.

JJJ ProviderOne displays the Federal Tax Details page.

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 31
conflict between this document and a department rule, the department rule controls.
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Adding Form W-5 Information (if eligible)

m Click the Current Year W-5 or Add Next Year W-5 button.

J} ProviderOne displays the Form W-5 page.

This Form is optional. If you are not eligible for, or do not wish to receive Earned Income Credit Advance
Form W5 {2011): Payments, click on the “Cancel button to return to the previous page.

W.5 Form Year: | vl *

| expect to have a qualifying child and be able to claim the earned income
credit. | do not have another Form W3 in effect with any other current
employer, and | choose to get advance EIC payments: I j' "

Expected Filing Status: | =
If you are married, does your spouse have a Form W3 in effect with
any employer: I j'
W-5 Effective Date: | End Date: |
The information entered here expires on December 31, 2011.

Figure 18 - Form W-5

m Complete the form and click the OK button to save the information.

.

ProviderOne displays the Federal Tax Details page, a W5 Form record is added.

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 32
conflict between this document and a department rule, the department rule controls.
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Adding Form W-4 Information (if eligible)

33 Click the Add W-4 button.

J} ProviderOne displays the Form W-4 page.

Federal Withholding (/) will only to certain services covered under Collective Bargaining Agreement.
. This form is optional. if you do not wish to have any Federal Income Tax Withheld, click on the ‘Cancel’ button
Form W-4: "
to return to the previous page.
Instructions on how to complete this page are on the IRS W.4 Form. you must turn in a complete, unaltered,
signed W4 for the changes to occur.

Home Address:

Address Line 1: | * Address Line 2: |

Address Line 3: | City/Town: | =] =

State/Province: I vl * County: | 'I

Country: | =] = Zip Code: | -] Address
Tax Form Year: | vl *
. (If married, but legally seperated, or spouse is a nonresident
Filing Status: I =l alien, sslect “Single™)

Humber of Allowances: | ® Additional Amount Withheld: | *

| Claim Exemption from Withholding: [~

Tax Form Year Effective Date: | Tax Form Year End Date: | *

IRS Lock Letter Exists: [~ IRS Lock Letter Effective Date: |
Request cancellation of Request cancellation of
Withholding in Writing: T Withholding in Writing Date: I

Figure 19 - Form W-4

m Complete the form and click the OK button to save the information.

.

ProviderOne displays the Federal Tax Details page, a W4 Form record is added.

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 33
conflict between this document and a department rule, the department rule controls.
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Modifying a Tax Form Record

B-Zg From the Federal Tax Details list, click the link in the hyperlink of the form you
wish to modify.

Federal Tax Form

W8 Form <
W-4 Form .—

OO OO

W-5 Form s

.

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

ProviderOne displays the appropriate Tax Form page.

Every effort has been made to ensure this Guide’s accuracy. However, in the unlikely event of an actual or apparent 34
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View/Update Billing Provider Details

Accessing the Billing Provider List

Q)

From the Business Process Wizard, click the Billing Provider Details link.

Step # : Billing Provider Details

.

ProviderOne displays Billing Provider List.

Close || add
Billing Provider List:
Fillter By : b And ¥
And Operational Status: actve b |Ga
il Prowid ProviderOn Start Dipserational Inacbivati
=t ing - it Bellengy Proader Mama End Date | Status ke o
[ ] o Dat Status Date
—t 3. . ¥ a ¥ i ¥
A C w v ¥ . T &'
EET] L] CHEST CLIHIC BT S 5Es |12 e  Apprcved | Actve
QIEEETTTT AR CENTRAL WASHINGTON CLINIC  Joonann |1z nsss]approved|Active
| Viewing Page 1 | |  sawTeins

Figure 20 - Billing Provider List

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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Adding a Billing Provider

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

-2 ProviderOne displays the Add Billing Provider form.

Add Billing Provider:

Provide Billing Provider ID Details.

ProviderOne ID / NPI : | "

Provider Hame :

| Canfirm Provider || Cancel |

Figure 21 - Add Billing Provider

About the Add Billing Provider Form

= You must know the ProviderOne Id, or NPI of the Billing Provider.

m Enter the ProviderOne Id or NPl number of the Billing Provider and click the
Confirm Provider button.
P
<

If ProviderOne confirms the Billing Provider and displays the Provider Name. If
a valid Provider is not found, ProviderOne displays an error message.

m Click the OK button to save the information and close the window, or Cancel to
close the window without saving.
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Modifying a Billing Provider Record

m From the Billing Provider List, click the link in the Billing Provider NPI column.

Billing Provider

A NP

AT
[] 1112223334

[] [o9sasar??7?

-2 ProviderOne displays the Manage Billing Provider form.

Close || Save

Manage Billing Provider:

ProviderOne ID / NPl : 1112221 / 123455789  Provider Hame : GEMERAL HOSPITAL

Start Date ; ﬁEuIEISIEEIEIEI * End Date : |12I31j2999

Status : Approved

Figure 22 - Manage Billing Provider

m After making your changes, click the Save button to save, or the Close button to
close the window without saving.
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View Union Information

Accessing the Payment Details List

ﬁi From the Business Process Wizard, click the View Union Information link.

Step # @ View Umson Information

./

= ProviderOne displays the Provider Union Details page.

Provider Union Details: Provider's Date of Birth is collected
in Basic Information Step.

Union Membership: MNiA PAC Status: Mo
Union Medical Plan: Mull Date of Birth:
Cumulative Career Hours: Union Vacation Hours:

Status: Approved

Figure 23 - Provider Union Details
ﬁ«% When finished viewing, click the OK button to close the window.
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Submit Modification for Review

Accessing the Final Submission Page

m From the Business Process Wizard, click the Submit Modification for Review
link.

Step # : Submit Modification for Review

JJJ ProviderOne displays the Final Submission page.

| Close || Submit Provider Modification |

Final Submission

ProviderOne ID: 2857403 Enrollment Type: Group Practice
The requested modifications submitted shall be verified and reviewed by the DSHS.
During this time, you may not make additional changes.
During this time, any changes to the information shall not be accepted.

1 agree that the information submitted as a part of the
application is correct (Privacy and Confidentiality).

Please use the Application # in all the documentation sent to the DSHS.

Instructions for submitting documentation:

1. Please click on this link to display the documentation cover sheet.

2. Print the cover sheet.

3. Write the Application number in the 'Application #' field of the cover sheet.

4, Include the cover sheet, with the Application number, when mailing or faxing
documentation to the DSHS.

Application Document Checklist:

Forms/Documents Special Instructions Source Required
ald A Y AT AT
Training and Please provide a copy of all reguired ND
Education Training and Documentation,
Please provide a copy of all required .

Tax Documents e P hitp://www.irs.gov YES
Licenses and Please provide a copy of all required i I
Certifications Licenses and Certificatione. hitps://fortress.wa.gov NO
EDI Reguired Please provide a copy of all reguire ND
Documentations Trading Partner documents.,
Contracts and Please provide a copy of Contracts, YES
Agreaments Agreements and current Core Provider.

N Please provide a copy of business http://dor.wa.gov/content | o
Business License license. fhome/brd/default.aspx

_
Figure 24 - Final Submission
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Obtaining Documentation Source Documents

a2 To download source documents, click the hyperlink in the Source column.

Please provide a copy of all reqguired '
Tax Documents Tase Dy arbs http:// www.irs.gov — YES

Printing the Documentation Cover Sheet

m Click the this link hyperlink to display the documentation cover sheet.

Instructions for submitting documentation:
1. Please click on this link to display the documentation cover sheet.

i

-2 ProviderOne displays a PDF version of the cover sheet.

ProviderOne

Provider Modification Document Submission Cover Sheet

Print Cowver Sheet Clear Fields

Provider ID

Figure 25 - Provider Modification Cover Sheet

m Enter the Provider ID and print the cover sheet. Include this cover sheet with the
documentation listed in the Application Document Checklist.
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Re-printing the Documentation Cover Sheet

m From the Business Process Wizard, click the Submit Modification for Review
link.

Step # : Submit Modification for Review

m Click the this link hyperlink to display the documentation cover sheet. Follow the
steps on the previous page.

Instructions for submitting documentation:
1. Please click on this link to display the documentation cover sheet.

i

Submitting the Provider Modifications to DSHS

ﬁ'i% From the Final Submission page, click the Submit Provider Modification button.

3 ProviderOne displays the following Internet Explorer message.

Windows Internet Explorer

["_u., The modification request has been submitted for State review,
L
Please check this \Web site to verify the status of vour request.

ﬁ'i% Click OK to close the message and then click the Close button.
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Undoing Provider Information Updates

The Undo Update option is only available prior to clicking the Submit Modification
button.

33 To Undo a modification, check the Step and click the Undo Update button.

Close || Reguired Credentials || Lindo Update |

i

] Step
- Step 1: Basic Information
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