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ProviderOne for the WA Cares Fund
GETTING STARTED AND BILLING ESSENTIALS GUIDE

INTRODUCTION

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

This guide provides a step-by-step resource to help registered WA Cares Fund providers
(“providers”) and billing staff understand the topics named in the table of contents below.

Updated March 18, 2026 1



WA CARES FUND WA,

FUND

Contents
INTRODUGCTION.......ciiiiiiritiriterentereeteeeettseesteeeesseesesstesesssesssssesssssesssssesssssessssessssstassssessssseasssssessssaens 1
GETTING STARTED ......cooiiiiiietieeeeteerteeteeeteesaeseeesetessaesesnesessessntessnesssnessssssssessssessssesssessssessnsesssessnne 7
GBINEBIA ettt ettt e e ettt e e ettt e ettt e ettt e e e e e e e e bt e e e e et e e e e aeeeennneee 7
Passwords and seCuUrity QUESHONS..........oooiiiii 7
ACRONYMS AND DEFINITIONS ........ooriiiiiiiitriteerteenetretessteenessntessatsesnessssessssssssessnsessssssssessnsessssasnns 8
CONTACT INFORMATION .....coeeiiiiiiiiiieniterieeereetteesneeeesseesestesesssesssssesssssesssssesssssesssssssssssassssaasns 10
CLAIM SUBMISSION DEADLINES AND PAY DATES..........cooertiiiiininieneeeeeneeseseesssnessssnessssseesssseesns 12
WHAT IS PROVIDERONE?.........ooioiieieetreeteeeeeseteesnteeteesseessnesenneseseesssesessesessesssessssessnsesssessssessnsessnees 13
Accessing ProviderOne as @ NonMediCOl PrOVIAET ........uvviiiiieeeeeeiiiiiieeee e eeeciveree e e e 13
Accessing ProviderOne as @ mediCAl PrOVIAET ......cocceiiiiiiiiee ettt e e e e 13
ProviderONeE LOGIN ..o 15
NS alele aall a1 e fo] £ UPUR SRR 15
AQAITIONAI USETS ...ttt e ettt e e et e e ettt e e e ettt e e saabaeeeessanneeeenans 15
AT USEIS ettt e e e e e ettt e e ettt e e ettt e e e bttt e e e ab e et e e et et e e e e nnneeeenann 15
P ORIl ettt ettt e e ettt e e et e e e e bt e e e e e a bt e e e e nb b e e e e enbbeeeeennees 16
EXT Provider System AdmMiNiSTIO O .......uuieeiiieeeeeeeee ettt e e e e e e eeees 16
EXT Provider Claims SUBMITTET .....coi e 16
EXT Provider Eligibility CRECKET .....uiiiiiieeeeeee ettt e e e e e e 16
EXT Provider Eligibility Checker-Claims SUDMITTEr..........uviiiiiiieeevvv s 16
EXT PrOVIAET SUDET USET ...ttt e e e e e et e e e e e e s e e s e e e eeeeseeeens 16
Provider POIMAl ... 17
POMAI FEATUIES .ttt e e ettt e e et e e e et e e e e s nbeeeeeeaeeees 18
NOTEPAA ANA FTEMUNTETS ....evviiiiiiitiiieetteetteae e aaaaaaaaaaaaaaaaaasaasasesssssssssssssssssssssssssssssssssnnnnnes 18
ReCENT ONINE ACTIVITIES ....eiiiieiee ettt et s 19
o 1 o TR TSRO PPSRRPS 19
HIQING SECHONS ettt e e e e e et e e e e e e e e e abaaaeeeaaeeeesasssaaaeeaaeeeesnssssnees 20
MAONAGING QUETTS ettt e e e e e e e a e e e e e e e e e s s aaaaaaeaeaaaeseasssssssaeaaeeaeannnns 21
MANAGING PROVIDER INFORMATION......ccutiiiireiereteeeeeeteeeeeesneeseessneesnesssessseesssessssessssesssessnsens 22
BASIC INFOIMIATION .ttt ettt et e et e e e e 24
(Kool ] 1o ] o 1 NN O OO O TP PP P PP RPPPPPTRN 25

Updated March 18, 2026 2



WA CARES FUND WA,

FUND

EMQil AN NOTTICATIONS ...ttt et e ettt e e e 26

Y e lo (=1 AV 0 1= LTSRS 27
MOAIFICATION STATUS .ttt e e et e e e et e e e e abeeeeeeaas 30
CONTRACT DETALLS.......ooitieteeteetreteseeeeeeeesteseeeessesssessstesssessssessstssssessssessstsssessssessstssssessssesssasns 31
PAYMENT DETAILS........ooiiieiitenteeeteeteesneeeteeete st s e saesesesssesssesennessstssssessnsessnsssnsessnsessssssnsessnsassnes 32
Updating EFT INFOMMOTION ...viiiiiieeeeeeeee ettt e e e et e e e e e e e e e abbaaeeaeeeeeennnns 33
FINQI SIS oo 34
ADDING NEW USERS AND ASSIGNING PROFILES.........cccooiiiiiinriiiiiiniiinnneeeeessssessnnseesessssssssssnnns 35
PrOFIIE OVEIVIEW ...ttt e et e e e et e e e st e e e e sbteeeeennes 35
Yol [Tl T U L] 36
YN a1 aTe W o] (o111 PSSR 39
LOCKING, UNLOCKING, AND ENDING USERS .......c.ccccerieiiririirnnnteeeneeneeenesnesesnessssessssseesssseessnee 41
Confirming beneficiary’s eligibility and available fUNdS..............eeeeeiiiiiiiiiiiiiieieeanes 42
PRE-AUTHORIZATIONS OVERVIEW .......coocoiiiiiiiriiirieteeeeteeeneeeecneesesneesesnsesssssesssssesssssesssssesssssssssnes 45
Creating A Pre-QUTNOMZATION ....uviiiiice e e e e e e e e e e s aara e e e e e e e e s e snnaaaeaeeaeens 46
Pre-QUTNOMZOTION [ISTS. ... i e et e e st e e et e e e 56
Components of the AUThOZATION liST ..........uiiiiii e aaaeaaaaaaaaaes 58
AUTNOMZATION NUMIDET ...ttt e e ettt e e e e bte e e e e sanbeeeeenas 58
ClIeNt ID/CHENT NAME ....ciiiiieeee et e e st e e e ettt e e e s anaeee e 58
LINE/SUTFIX MUMIDET ...ttt e et e e e et e e e et e e e e 58
PrOVIAET D ..ttt et e ettt e e ettt e e et e e e et e e e e e bbb e e e e sbnneeeenasneee 59
Service CoOde AN MOAIIET .......uiiiiiiiiiie et e e e e e eaeeee s 59
STAMT ANA ENA DOTE ettt e e e e e ettt e e e e e e e s aaaeeees 59
1@ ] (= OO TP PP PP UPPPPPR PRI 59
TS ettt et e e et e e ettt e e et e e e et et e e e nbt e e e e e ab e e e ennreeeas 59

(U o T) B NV o Y= USSP RUUURPPPPPPRPPPRt 60
(el MU ol @] (=Te e @ ] 1= 61
BUSINESS STATUS ettt ettt et et e et e e bt e e nbae e e nabeeenaaeeenane 61
HeElD WITh DIllING ©ITOTS.. i e e e e e e e e e e e e e et aaaeeeeaeeeeennansseees 61
Navigating the pre-authorization IStS........oo e 62
Refreshing the WCF pre-authorization list ... e e 63

Updated March 18, 2026 3



WA CARES FUND WA,

FUND

Viewing updates to a pre-AuthOriZOTION ........iii i 64
AUTNOMZATION IENGTN <.t e e e e e e e e e e e e e e e e e e e e aanaaeees 64
BASIC CLAIMS (A.K.A. DDE) ....eiiiiiiieieneteeeteneetesetesee et sesseesesseesssssesssssesssnsesssnsesssssassssssessnnee 64
N V]l aalintTale e oo L ol ol o 11 o 65
AAAING SEIVICE INES .ottt e e e e e e e et e e e e e e e e e e ataaaaaeeeeeeesesanrsaaaeaaaeens 69
EQITING O SEIVICE lIN€.eiiiiiiieeeeeee ettt e e e e e e e e st e e e e e e e e s sabaaaaeeaaeeeeannnnssseees 70
DeletiNg A SEIVICE lIN@..eeiiiiiieeieeeee et e e e et e e e e e e e e e e aaaeeaeeeeesenannaaeens 71

NVl elaglinilaleRilgle]174=Te Kol lo]lna U UPPUTRRR PP 71
SAVE BASIC BILL......eeeiiiiiiiiiiereieritteeseeeeceeeecsneeeesatesesaeesessesesssesssssesssssesssssessssessssssasssssesssssasssnsases 72
Retrieving @ Saved ClAIM ..., 74
LOOKING UP A CLAIM .....cootiiitietteeeteeeettesentesesseesssntesssnsesssssesssssessssesssssesssssassssssasssssassssaesssnnes 76
CREATING WCF CLAIM TEMPLATES........oiioieiitiritereeteeeteeeetesessseesesesssssesssssassssssssssssesssssesssssassnns 76
CreatiNg A TEMPIATE ...uuiiiiiiiiii e e e aa e aaaaaaassaesasassssssssssssssssssssssssssssnnsssnnes 76
(@fe] o)Vl ale el (=T 0] o1le | [ U URR PR 80
Submitting claims from saved teMPIATES..........uiiiiiei e e e 81
WOECF BATCH CLAIMS .......niirieeeteeetreteeeeeesnteessesetesssessssesssnesessessessssessssesssessssessssessssesssesssessnees 82
Creating a tempPlate DATCH .....ueeeeeeee e e e e e e aaa e e e e as 82
Revalidating a template DOTCN.........eeieeeeee e e 85
NVlelaalintlaleRe R (=lagle]lel =3 ole ] {el o T 88
.DAT BATCH UPLOAD SETUP .......coiiiiiiiitiiiiitiietetesntcsecstessassseesesessssessaesessessnsssssessssessssessasnns 93
BUSINESS TUIES ...ttt ettt e ettt e e ettt e e et e e e ettt e e et eeeessbeeeeenannes 93
Special design constraints Or CONSIAEIATIONS. ... .cceeeeeieeeeeeeeeeeeee e 94
Example .dat claim line with all fields filled iN: ... 95

WA Cares Fund .dat Batch Upload Format Specification Table.....ccooovvvviiviiiiiiiiieiiiiieeiiiinnn, 96
WA CARES FUND .dat BATCH UPLOAD FILE CREATION ..ottt 100
LAOT FOrMAOT EXQMIPDIES ...ttt ettt e e e e e et e e e e e e e e e s b e eeas 100
.dat file NAMING CONVENTION .....uiiiiiiiiiiiiiii e aaaaaaaaaassssaassasasssasssssssssasssarasasnnes 101
NOMING CONVENTION TUIES.......eiiiiiiiieee ettt e e e e e ettt e e e e e e e e e e eaaaaaaeeeeaeeeeennansanes 102
Converting your Excel (XIs) file 10 @ .dQt il ..uiiiiiiiieeeeeeeeeee e 103
Method One: Create a .dat file from EXCEl 10 CSV ..coiiiiiiiiiiiiiiiieceeee e 103
Method two: Create a .dat file from EXCel 1O WOrd.....cocuueiiiiiiiiiiiiieieceiceeceeeeen 106

Updated March 18, 2026 4



WA CARES FUND WA,

FUND

Uploading O .dat DATCN fil€ ..eeiiieeeeeeeee et e e e e e e e e e e e e e e e enees 111
ACCEPTANCE MESSATE ..ciiiiiiiiiiieeeeeeeeeeeee et e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaaeaaees 113
REJECTION MESSATES vveiiieieeieiiitiee e ettt e e e e e e et eeeeeeeeesssabaaeeeeeeeessassssasaaaaaeeesesssssaeees 113
WA Cares Fund batch upload errorinstance list........cccccoc 114
Error code referenCe tADIE ... .o 114
ANQIYZING EITOT COUES ..nnniiiiiiiiiiieeeeeeeiitteeeeeeeeeesitareeeeeeeeessssaaaaaeaeeeseessasssssseeaeesesssssssssseeaaeeens 116
CommON €ITOr COAE TABIE ....ciiiiiiiiiiie e e e 117
FINdiNg the reCord referenNCe iN ©ITON ... e e e 120
Converting .dat file 1O EXCEl .ceiiiiieeeeee et e e e e e e e e 122
ADJUST, VOID AND RESUBMIT WA CARES FUND CLAIMS .........cooeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeseeeeeee 123
e[V (1aTe [ oo le I el o] o o1 UPRR T 123
MOodifyiNg SEIVICE INE AQTA...uuiiiiiiii e e e e e e e e e e e e erraaaaeeeaeeas 126
aXele lale e o) (= o) I=1 0% [e! T 126
VOIAING SEIVICE lINES w.veeeiiieeeeeeee ettt e e e e e et e e e e e e e e e e abaaeaeeeeaeesssnsassaaaaaeaeeeesnnsssssnees 127
NV elaalinilaleRelaRele UL (STe el lo]]g o TSP URPR 127
(el [[ale [ oo 1o e [l s a1 OO URURRPPRRPRPRRRPRRS 128
Resubmitting denied or VOIAEd CIAIMS ...oiiieeeiiiiieeee ettt e e e e e e e arre e e e e e e e e enees 131
SUBMITTING PROFESSIONAL CLAIMS.........ooiiiiiiitiiitiiientesateetesstessesesessssssssessssessssssssassnsessnes 135
ClEeNT INFOIMATION ..ttt e et e e et e e st e e e s aneeeeas 137
Prior authorization (WCF pre-QuthOriZATON) ... ...uuiiiieiee et e e e e e e 138
PlIACE OF SEIVICE ...ttt e et e et e e e s aareeeenaes 139
DIAGNOSIS COAES ... 139
SEIVICE INES ettt e e e ettt e e e ettt e e e s bttt e e e e abbeeeeenbaeeeeenbeeeeeennnees 140
EQIfING A SEIVICE INE oo, 143
Deleting A SerVICE INE ..o 144
CREATE PROFESSIONAL CLAIM TEMPLATES ........ooiiiiiiiitiintnitentesnteetestesssesenessssessssesssessssesanes 146
Copying a ProfessioNAl TEMPIATE ... ...uuiiiiiii e aaaaaaaaaaaaaaaaaaasaaaaaee 149
Submitting claims from saved tEMPIATES.........ueiiiie e e e 151
Creating and submitting professional batCh ClAIMS.........eiiiieeecciiieeeee e, 153
Revalidating a template batCh.......o 158
SubmMIitting A teMPIATE DATCN ... 161

Updated March 18, 2026 5



WA CARES FUND

Adjust, void, and resubmit professional CIAIMS.......oociiiiiieee e 164
AJUSTING PAIA CIOIMS ..ttt e e e et e e e e e e e s e abbaaeeeeeeeeesnnnssasaeeaaeens 164
Modifying service liNe data ... 168
AAAING AATES OF SEIVICE .. .uuiiiiiiiii e e e e e e e e e e e e e aaaraaeeeaaeeas 169
Voiding service line data within @ paid CIAIM ......uveiiiiiiiiee e 170

\Zellelale el oo le el o ]1a'a F P UUPR 170

Resubmitting denied or VOIAEd CIAIMS .....cooeeiiiiieeee et e e e arr e e e e e e e e 172

VIEWING CLAIM STATUS AND PAYMENTS ......iitiiiiniiinneettessssessnnneeessssssssssssssssesssssssssssnnes 175

(@ = g oTe 1 T o PP PPPRPPPPPRRS 175
Overpayments resulting from voided ClaimS ..., 175
Overpayments resulting from adjusted CIAIMS ......eeiiiie e 175
N ON=OFTSET .ttt ettt e e e ettt e e e ettt e e e e abaeeeesnabbeeeesnbeeeaaaans 175
(@11 T PP P PSPPI UPPPPPRRRUPPPPPOIN 176

INquiry and viewing remMitfaNCE QAVICE......iiiiiieecciiiiiiieee et e e e e e e e e eraaaaeeaae s 177
(@[]0 011 0T U {2 E U PPRPR 177

View aNA AOWNIOAA RA ... et e et e e e et e e e s e e e sareeeees 182
Common adjustment and deniQl COAES.......uuuiiiiiiiiee et 188
RN S (@ | ] @11 S PPPPRPRPRE 190

RESOURGCES ........uiiiieeieeteeeteeteeeteettseteseneeesseseteseseessesensessseesssessnsessssssssessnsessssesssessnsessnsesssessnases 191
WHAT HAS CHANGED? ..ottt s ssesete st esstsessessstesssesessessnsssssssssessnsessssannns 191

Updated March 18, 2026 6



WA CARES FUND WA,

FUND

GETTING STARTED

General
e "OK" signifies a Yes response and “Cancel” a No Response

* Asterisk (*) denotes a required field
e "%" acts as a wildcard, returning information that corresponds with the current search

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

*  Make sure your pop-up blockers are turned off on the browser (i.e., Chrome, Edge) you
use to access ProviderOne

. If pop-up blockers are not turned off, it will cause errors when submitting
claims

. If you choose to turn pop-up blockers back on when you are not using
ProviderOne, remember to tfurn them back off when you are using
ProviderOne

. Each specific browser has their own instructions on how to turn off pop-up
blockers

* Regularly clearing your browser history (cache) will help the overall performance of
ProviderOne

* Clearing browser history does not delete saved favorites, bookmarks, or passwords

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

Location Code Location Name

= [av ]

Passwords and security questions

The first fime you log into ProviderOne you will be required to change your temporary
password and create a security question. Please note passwords and security questions are
case sensitive.

When creating a password for ProviderOne it must:
* Be atleast eight characters long
* Contain af least one letter

¢ Contain at least one number
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e Contain at least one special character ({@ # $ % A& * () _+-<>)

* Not be the same as your last five passwords

After three unsuccessful attempts to login, your domain will be locked. You can unlock and
reset your password by emailing provideronesecurity@hca.wa.gov.

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

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

ACRONYMS AND DEFINITIONS
AAA means Area Agency on Aging.

Beneficiary means a qualified individual who is age 18 or older, has been determined to meet
the minimum level of assistance with activities of daily living necessary to receive benefits
through the trust program, as established in this chapter, and has not exhausted the lifetime
limit of benefit units.

CARS means Collections and Accounts Receivable System. CARS is the system the DSHS Office
of Financial Recovery uses to manage provider debt (overpayments).

COFF means CARS Offset (lien).

DDE means direct data entry.

Domain is also referred to as ProviderOne ID.

DOS means date of service.

DSHS means the Department of Social and Health Services.

EFT means electronic funds transfer. This is when funds are deposited directly into a banking
account for claims payments.

HCA means Health Care Authority. HCA is WA State's Medicaid agency. HCA is in charge of
managing the ProviderOne system.

HCLA means Home and Community Living Administration. HCLA is a newly formed
administration within DSHS effective May 1, 2025.

HIPAA means Health Insurance Portability & Accountability Act
MOS means month of service.
NOC means non-offset to CARS.

NPI means National Provider Identifier. Most social service vendors are not required to have an
NPI.

OFIN means the Oracle Financial System, which is a part of ProviderOne.
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OFR means the Office of Financial Recovery.

P1OFF means ProviderOne Offset (claim adjustment).
PHI means protected health information.

ProviderOne or P1 means the Medicaid management information system (MMIS) utilized by
WA State.

ProviderOne ID means a seven-digit ID assigned to each provider's ProviderOne account. Also
known as the Provider Domain ID or Domain.

RA means remittance advice. RAs provides details about paid, denied, adjusted and in-
process claims submitted in ProviderOne.

TCN means fransaction control number. A unique fracking number assigned to each claim
(also known as the claim number).

Warrant means a paper check issued for claim payments.
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CONTACT INFORMATION

Description of issue... Contact...

| created a pre-authorization, but  [The beneficiary!
the beneficiary has not approved or

o ] The beneficiary’s circumstances may have changed, or
denied it in their WA Cares account.

they may need a gentle reminder to take action on the
pre-authorization.

| am having trouble creating a Health Care Authority--Medical Assistance Customer
pre-authorization, including issues Service Center (MACSC)

with dates, units, or rates. Phone: 1-800-562-3022, choose Option 4, WA Cares Fund
The pre-authorization | createdis “in |Provider. Hours: 8 a.m. - noon and 1 p.m. - 4:30 p.m.,
error” status. Monday through Friday.

Direct data entry (DDE) basic billing [Online: P1 Contact Us
and claims assistance.

Creating claim templates or using
template batch billing.

Resolving payment issues (lost
checks).

Navigating ProviderOne.

Setting up additional users, profiles,
or system administrators.

| am a ProviderOne-enrolled Health Care Authority--Provider Enrollment

medical provider, and Ineed to o6 1 800-562-3022 ext. 16137
update my business license,

taxonomy, NPI, or DOH-issued Phones are open: Tuesdays and Thursdays from 7:30 a.m.
license. to 4:30 p.m. (Closed from noon to 1p.m.)
| want to set up electronic Online: HCA Support

payments (EFT).

| need to update location
addresses, emailaddresses, or
communication preferences.

| am a medical provider, and | needEnroll as a provider | Washington State Health Care
a core provider agreement with the |Authority

Health Care Authority to begin using
ProviderOne.
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Description of issue...

Contact...

Accessing ProviderOne after initial
setup.

System Administrator assistance
(e.g., setting up new access,
changing system administrator,
setting up additional users,
password reset, locked out).

Health Care Authority—ProviderOne Security

Email: ProviderOneSecurity@hca.wa.gov

Online: HCA Secure form

| am a nonmedical provider, and |
need help with .dat file claim
submissions and adjustments.

Health Care Authority--HIPAA Help Desk
Email: hipaa-help@hca.wa.gov
Subject line: “WA Cares Fund .dat Batch Upload”

In the body of the email include your:
e  Name
e ProviderOne ID/domain

* Name of the batch file you are referencing
“SOC xxxxxxx.2015013 Txxxxxx.SAMPLE_BATCH.dat”

e Description of your issue or what you need help
with

* Your telephone number if you request a return call

Overpayment questions

DSHS Office of Financial Recovery
Phone:

1-360-664-5700, option 3;

* 1-800-562-6114; or

* 1-800-833-6388 (TTY WA).
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CLAIM SUBMISSION DEADLINES AND PAY DATES

You may enter claims at any time before the timely filing deadline. Claims submitted by 5 p.m.
pacific time on Tuesdays will usually pay as follows:

and pay date.

If you are paid by warrant (check), it should be put in the mail on Friday.

Holidays and ProviderOne maintenance may impact the claim submission deadline

Weekly Pay Schedule
Sun Mon Tue Wed Thu Fri Sat

11

18

25

Deadline is 5 p.m. each
Tuesday to submit claims
and receive payment the
following Friday.

1 2y 3
7 8 9 10
14 15 | 16 | 17
21 | 22 288 24
28 29 | 30

Possible paydays. Refer to
your method of payment
description for more
details.

WA

CARES
FUND

If you have EFT, your payment transfer should be initiated on Friday of the same week.

To see a list of your paid claims, view your Remittance Advice (RA). New RAs are available in
ProviderOne each Friday. See the View and Download RA for more information on viewing

your RAs.

Note: Claims successfully entered after the weekly deadline of 5 p.m. on Tuesday will pay
on Friday of the next week. If the claims deadline is changed due to a holiday, an alert
will be viewable in ProviderOne in your alert list and communicated via email.

Updated March 18, 2026
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Holidays may delay receipt of paper warrants dependent on mailing schedules. Check
with your local post office for more information about holiday mailing schedules.

WHAT IS PROVIDERONE?

ProviderOne is the system used by WA Cares providers to create pre-authorizations and
claims. ProviderOne is also the payment system for most Medicaid-funded Medical and Social
Services in Washington State. The Health Care Authority (HCA) oversees the ProviderOne
system.

As a registered WA Cares Fund provider, you will receive payment for authorized services by
claims in ProviderOne.

One of the first things to do as a new provider is to ensure that you have access to your
ProviderOne account (also known as your domain). The next few pages explain how to
access and log into your ProviderOne account.

Note: It is important that your popup blockers are turned off while using ProviderOne.
See How to Turn off Popup Blockers.

Accessing ProviderOne as a nonmedical provider
Once your DSHS conftract is in signed status, information to create your ProviderOne Domain is
sent to ProviderOne.

Note: Once your account is active, you will receive an email with the welcome letter
and a link to a ProviderOne Access Request Form.

Alternatively, you can also complete the online ProviderOne Contact Us form to set up
access. If you are new to ProviderOne, use this form to establish a ProviderOne System
Administrator. Your System Administrator will manage user access for your business.

If you are a new employee, work with your System Administrator to establish ProviderOne
access for:

e Reviewing, creating, and tracking pre-authorizations; and
e Submitting claims.

Note: To remove the current System Administrator, submit the ProviderOne User Access
Request form and a letter on official letterhead.

Accessing ProviderOne as a medical provider
You must first work with the Health Care Authority to establish a ProviderOne domain, and then
you will work with DSHS to become a contfracted provider with WA Cares Fund.

If you are new to ProviderOne, use the ProviderOne Confact Us form to begin establishing a
ProviderOne domain and to establish a ProviderOne System Administrator. Your System
Administrator will manage user access for your business.

Updated March 18, 2026 13
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If you are a new employee, work with your System Administrator to establish ProviderOne
access for:

e Reviewing, creating, and tracking pre-authorizations; and
e Submitting claims.

Note: To remove the current System Administrator, submit the ProviderOne User Access
Request form and a letter on official letterhead.
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ProviderOne Login

System administrators
After you submit the ProviderOne User Access Form to HCA, you will receive your ProviderOne
login information via secure email.

Additional users
Your system administrator will add you as a ProviderOne user and give you your login
information.

All users
Once you have your login information, open the ProviderOne login page.

Enter your login information into the corresponding fields. Username and password are case
sensitive.

Provideryo
@ | Domain Name
L User Name

& Password

© Login

Note: The Domain, Username and Password
fields are case sensitive.

Unlock Account and Reset Password? Click
here

If you are a Client, Click here
Login Problems? Click here

Your domain name is your seven-digit Provider ID in your welcome letter from HCA.

The password provided to you from ProviderOne Security is temporary, and you will be
prompted to establish a new password upon initial login.

See details about passwords in General Tips. More information about passwords can also be
found on the ProviderOne Security webpage.
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Profiles
Profiles allow a user to access specific parts of ProviderOne. Profiles are assigned by
ProviderOne Security or your System Administrator.

WA Cares providers will choose one of the following profiles based on functionality needed for
their business.

Welcome to the Medicaid Management Information System
for

Provider Qne

Select a profile to use during this session:

EXT Provider Claims Submitter v * | ®ace

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

EXT Provider Claims Submitter
Used to complete WA Cares beneficiary benefit inquiry, view and create new WA Cares pre-
authorization, WA Cares claim submission, view claim, adjust claim and resubmit claims.

EXT Provider Eligibility Checker
Used to compete WA Cares beneficiary benefit inquiry, create new and view submitted WA
Cares pre-authorization.

EXT Provider Eligibility Checker-Claims Submitter
Used to complete WA Cares beneficiary benefit inquiry, view and create new WA Cares pre-
authorization, WA Cares claim submission, view claim, adjust claim and resubbmit claims.

EXT Provider Super User
Allows the user full access to ProviderOne functions with exception of maintaining ProviderOne
users.

Note: Other profiles may be available in ProviderOne. If one of these profiles is
applicable to your duties, contact your system administrator.
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Provider portal

The Provider Portal is the first screen you see after logging into ProviderOne.

Provider’ye My Inbox~

~  Profile: EXT Provider Claims Submitter i Notepad A Reminder @ External Links > A Print @ Help

Online Services O (@ vansgeners
Payments «~ | H  MyReminders -
Provider A Filter By v Il Read Status Al v | @Ge BAsave Fitter | Y My Fiters~
Admin v
Alert Type Alert Message AlertDate Due Date Read
Social Services Authorization and Billing v - R =
WA Cares Fund || [ BROADCAST_MESSAGE To all ProviderOne users ProviderQne outage planned for Saturday, September 13, 2025, through Sunday, September 14, 2025 The ProviderOne system will be unavailable from 5 30 2.m. Saturday, 00/05/2025 09/16/2025
September 13 unti 8 2.m. Sunday, September.
i N = — .
EichClient il Detcts | View Page: [ 1 | ‘©co| [Pugecant [Bsaetoxs Viewing Page: 1 st | [€prev | |3 Nex | [ Las
WCF Client Benefit Inquiry
#  Your Recent Online Activities ~ # Calendar -
WGF Pre-Authorization ~
2 You have logged in with JREEAccount with 1P Address 147.55.7.473 B 1 Saptarmber 2025
Create New WCF Pre Authorization 03:11 PM ./
W Previous Site Visit: 081222025 09:00:49 AM

Retrieve Saved WCF Pre-Authorization list

X 2 Last Login Password Change: 07/01/2025 02:24:02 PM 2025 September
View Submitted WCF Pre-Authorization list
@ Last login failed attempt:

Su Mo Tu We Th Fr S$a
WCF Claims . 1 2 3 4 5

8 CREST] 2
WCF Claim Inquiry 5 16 17 18 19

WCF Claim AdjustmentiVoid 2 23 4 B %
WCF Billing Screen 9 3

Today
WCF Batch Upload

WCF Batch Upload Status

WCF Resubmit Denied/Void

WCF Retrieve Saved Claims

WCF Manage Templates

WCF Create Claims from Saved Templates

WCF Manage Batch Submission

In the portal you can:

* View ProviderOne alerts * Maintain users (system admins

* View, create, and manage WA only)

Cares pre-authorizations e Look up claim information

* View beneficiary eligibility and e Adjust claims

available balance ¢  Submit and resubmit claims

* Viewpayment history ¢ Retrieve saved claims

* Manage provider data * Manage claim templates

* Change passwords (system
admins only)
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On the portal page you will see information on the current user, the profile that user is signed in
with, and any additional profiles the user has available.

Provider™ye My Inbox~

Q) 1 Eeairm Bl v Profile: EXT View Provider Social Services

i Profile: EXT View Provider Social Services M EXT Provider Eligibility Checker-Claims Submitter

Domain: J5CEEG EXT Provider Social Services Medical
Provit ;

EXT Provider Upload and Download Files

Note: You can toggle between profiles using the dropdown option next to your name
or the dropdown option in My Inbox.

Portal features

Notepad and reminders

The notepad feature is useful when navigating between screens such as authorizations and
claims. The notepad stores information until the current session is over. The session ends when
you log out, or if you are timed out due to inactivity. You can also set reminders, print pages,

and get help.
—
. Notepad | Reminder
Start Time: | MM/DD/YYYY HH:MI:SS (i

Subject:

atu 4 Description:

AY
“

& set Reminder!

Note: Search criteria for alerts and reminders can be set using filters to help providers
navigate between older and newer messages.
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Recent online activities
Your recent online activities show:

. Which account you are logged in as, and from which IP address;

. Previous site visits;

. Failed login attempts; and

. Password changes.

Your Recent Online Activities. -~ & Calendar -~

A You have logged in with kfssss'a i Account with IP Address i Bl §T. ) R
W Previous Site Visit: 05/07/2024 03:25:42 PM 09 .40 AM
34 Last Login Password Change: 05/07/2024 03:25.42 PM l:::?’ 2024

B Last login failed attempt:
EETEE

Su Mo Tu We Th Fr Sa
1. 23 4
6 7 8 9 mhaE i
12 /13|14 15 16|17 18
19|20 (21| 22 |23 |24 | 25
26 27|28 29 30|31
Today

ProviderOne also has a calendar for your use. The calendar is helpful for remembering dates
and tracking when payments should be expected. The calendar will also alert you to
upcoming holidays. For example, Memorial Day is bolded in red above.

Path
The path at the top part of the portal shows a history of the pages you have visited.

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

Note: The path and ProviderOne control buttons are best for navigation because using
the browser controls can cause errors later in your session.

Provider' o My Inbox~

(] ;| i Profile: EXT Provider Claims Submiiter

» Provider Portal » Provider WCF Pre-Authorization List
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Hiding sections
ProviderOne gives you the option to close or hide
sections of the Online Services Menu. This function is

Online Services

< ;@.

similar fo opening and closing subfolders in a file Payments
explorer. Provider
Admin v
Provider’yne My Inbox~ Social Services Authorization and Billing v

WA Cares Fund v

> Provider Portal

ProviderOne Id/NPI : 2143685 /

Social Service Retrieve Saved Claims

Social Service Manage Templates

Social Service Create Claims from Saved Templates NO-I-e: YOU Wi” Comple-l-e bl”ing OCTIVITIeS |n The
Social Service Manage Batch Submission . . .
online services section WA Cares Fund.

Social Service View Authorization List

Social Service Authorization Files Download List

WA Cares Fund ~

WCF Client 4—— ~

WCF Client Benefit Inquiry

WCF Pre-Authorization <= ~

Create New WCF Pre-Authorization
Retrieve Saved WCF Pre-Authorization list

View Submitted WCF Pre-Authorization list

WCF Claims «ff— ~

WCF Claim Inquiry

WCF Claim Adjustment/Void

'WCF Billing Screen

WCF Batch Upload

WCF Batch Upload Status

WCF Resubmit Denied/Void

WCF Retrieve Saved Claims

WCF Manage Templates

WCF Create Claims from Saved Templates

WCF Manage Batch Submission
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Managing alerts
You can subscribe or unsubscribe from alerts from the “My Reminders” list. To do so:

* Click manage alerts.
*  When the subscribe alerts pop-up appears, select desired alerts.

* Click the left and right arrows to customize your alert subscriptions. Your selection will
move between subscription options.

*  When you are done with your changes, click OK.

[E’; Manage Alerts ]

£ My Reminders

i#  Subscribe Alerts -

Available Alerts Unsubscribed Alerts

INotiﬁcatlon of provider file update I - [ - |
| PA mass update notification

| PA status need modification

| Prov License Exp.

| Provider AFRS Inbound Error Message
| Provider Business Status Updated «
| Provider EDI Information Update :
|Provider Enroliment Assigned

| Provider Enrollment Notification

| Provider Enroliment Re-Assigned
|Provider Enrollment Submitted

»

v

| «

&0k | ® cancel
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MANAGING PROVIDER INFORMATION
As a WA Cares Fund provider:

e |f you are a nonmedical provider, your information is preloaded into ProviderOne based
on your DSHS contract information. To update your information in ProviderOne, contact
your DSHS contract manager. It is not recommended that you update your information
in ProviderOne manually because it will cause a discrepancy between your biling and
contract information.

e If you are a medical provider, your information was obtained as part of provider
enrollment when you signed your core provider agreement with Health Care Authority.
You may modify your information in ProviderOne as described below.

It is recommended you annually check this information for accuracy.

To view and modify your provider info, from the Provider Portal, click on Manage Provider
Information.

Note: The EXT Provider System Administrator profile does not have the ability to make
changes to provider info. Please use EXT Provider Super User to make and save
changes.

» Provider Portal

providerone 1P : [

Online Services

> (©

Payments

View Payment

Provider ]

Provider Inguiry

| Manage Provider Information |

Initiate New Enrollment
Track Application
Provider File Upload

Admin v
Social Services Authorization and Billing

WA Cares Fund A
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After you click Manage Provider Information, the View/ Update Provider Data page appears.
This page is also called the “Business Process Wizard.”

1. Check the data in all steps marked "required." Update information in these steps as
needed.

2. If you make changes to your location, you must inform your DSHS Contract Specialist of
these changes.

3. Although you cannot make changes to the Specializations step or the Contract Details
step, you should review the information for accuracy. If updates are needed, contact
your DSHS Contract Specialist.

Note: If a previous required step has a status of incomplete, you must complete that
step before moving on to the next. For assistance, contact HCA Provider Enrollment.

4. After you make changes, you must click the last step titled “Final Steps” to submit the
changes to HCA for review. After you submit the modification, you will not be able to
make additional changes to your account until HCA approves the changes.

Note: Based on your provider type, the step numbers you see on your screen may be
different than the step numbers seen below.

o & Muirhead, Shanna ~ Profile: ProviderOne View Only-Include all administrations

» Mylnbox > Authorization List ) Inquire Claims ) Provider List > FAOI Modification

ProviderOne Id/NPI : Name:

=» Required Credentials =~ € Undo Update | 'Y Communication History
View/Update Provider Data - Facility/Agency/Organization/institution

Business Process Wizard - Provider Data Modification (Facility/Agency/Organization/Institution). In order to finalize submission ¢

O Step Required La:
() Step 1: Basic Information Required 09/10/202C
(C) Step 2: Locations Required 08/26/202C
[C) Step 3: Specializations Required 08/26/202¢
[[) Step 4: Ownership & Managing/Controlling interest details Required 08/26/202C
() Step 5: Licenses and Certifications Optional 08/26/202C
(7] Step 6: Training and Education Optional 08/26/202(
() Step 7: Identifiers Optional 08/26/202(
() Step 8: Contract Details Optional 08/26/202C
0O Step 9: Federal Tax Details Required 08/26/202C
() Step 10: EDI Submission Method Optional 08/26/202(
() Step 11: EDI Billing Software Details Optional 08/26/202¢
() Step 12: EDI Submitter Details Optional 08/26/202(C
(7) Step 13: EDI Contact Information Optional 08/26/202C
) Step 14: Servicing Provider Information Optional 08/26/202¢
(] g P!
() Step 15: Payment and Remittance Details Required 08/2712024
() Step 16. Complete Enroliment Checklist Required 10/25/2022

") Step 17: Final Steps Required 08/26/202(C
()

View Page: 1 ®©c i Page Count (9 SaveToXLS
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Basic information
When you click on step 1, the Provider Details pop-up will appear. From here you can see:

* Provider or organization name

* Organization business name

*  W-9 entity type

* Federal employer identification number

* Organizational information

e UBI
'm Step Required Last Modification Date Last Review Date Status
C]IStep1 Basic Information I Required 08/28/2014 08/28/2014 Complete
[0 Step 2: Locations Required 05/10/2024 08/28/2014 Complete
(O Step 3: Provider Additional Information Optional 02/04/2022 02/04/2022 Incomplete

Note: The primary email address shown below is where communication from ProviderOne will
be sent.

Provider Name(Organization Name): — s EES (as shown on Income Tax Return) *

Organization Business Name: fuwtu u s * Federal Employ ation (FEIN): =i s

All medical Providers are federally
mandated to have a NPL. Is this Provider No vi®
required to have a NPI?

Nati | Provider {NPI): usBtk:

W.9 Entity Type: Corporation v|® W.9 Entity Type (If Other):

Other Organizational Information: For Profit v* Emall Address:
Enroliment Effective Date: ]

Status: Approved

Make any changes needed on this page (except EIN or NPI), and then click OK in the lower
right corner to save them. If you did not make changes, or don’t want to save changes made,
click Cancel instead. Either option will return you to the Business Process Wizard.
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Locations
Step 2 shows your location codes and the addresses associated with each location. If you
have multiple locations associated with your business, you will have multiple location codes.

Note: During the WA Cares Fund pilot (beginning
January 6, 2026) until statewide program launch, only
one location codes is available in ProviderOne.

If you are a nonmedical provider, contact your Contracts Specialist to update your location
information.

If you are a medical provider, you may view and modify your own location information in
ProviderOne. To view and modify information:

* Click on Step 2: Locations.
* The Provider Locations page will appear showing all the locations within your domain.
* Click on each blue location code to view the addresses associated with each location.

* View and correct data as needed.

4
P IiNFI - = Nams: . i Review Status: HCA - In Process

O cise TR

Pravider Locatlans

1 iiter 11y ~ And | | iter Iy ~ @ Go
Bysavetilter | F My lilters~
Leeation Cods Location Name Lacatian Type Loeation Datails Start Date  End Date Status Busine=s Status
av AT ay¥ av av g av av
o L Sorial Serviczs Location | . ] ¥ . T S CAMTI200T  “2/10/2014  Approved  ActivesOpen
0o 5 Social Servicts Location L = L] . = 1217172014 0825/2017  Approved  ActivosOpen
om 4 "t Sanal Seraces | acaton L . - CET DRAI20M8 Approved  Activer{pen
oot a] i Sozial Services Location 5 r ™ = C6/12/2018  12/31/2929  Approved  Active/Open
View Page: 1 @00 [ Fage Count SaveTuxLE Viewing Page: 1 €€ irst £ orev P Next » las

Note: The location code is a two-digit number that is added to the end of your seven-
digit Provider ID. This nine-digit ID is used for your authorizations.
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Email and notifications
Each location can have a unique contact or share the same contact as the domain. Verify
the email address for each location.

Each location can have a different nofification method. Email is the default communication
preference, but you can choose to receive notifications only through the ProviderOne Portal
or through standard mail instead.

B

Location Details ~

Location Business Nama ‘ = Location Code: 01 Location Type: Social Service Location

Contact First Name: Contact Last Name: ‘ L Accept New Client:

: |
: |
Phone Number: |
- |
: |

| = Fax Number: | Email Acdress: | = = T7EUDO J
Cell Phone Number: ‘ WA Tax Revenue Code: ‘ h Communication Preference: ‘ FroviderOne Notice v |
Web Page Opt-In for Electronic RA: [] Opt-In for Download Authorization: [
Business Status: Active/Open Start Date: 04/17/2007 End Date: 12/31/2999
System Status: Approved Start Date: ‘ 04/17.2007 = ‘ End Date: ‘ 12/10/2014 B |
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Address types
There are three address types for each location.

1. Location is the physical address of the location that you are managing. This address
cannot be a P.O. Box.

You must alert your DSHS Conftract Specialist if you:
* Make changes to your physical address in ProviderOne.

* Provide a service that requires a license that is connected to a specific physical
location (e.g., adult family home, assisted living facility, or nursing home) and your
facility is moving to a new physical address.

Note: If moving locations, a DSHS-licensed facility will need to sign a new contfract and
obtain a new ProviderOne Location ID. This is not required for other businesses.

2. Mailing is the address where ProviderOne sends mail for this location. This may include
notifications about authorization changes, contract updates, etc. Payments are not
mailed to this location

3. Pay-tois the address where ProviderOne mails your check (warrant) payments.
* If you set up EFT, this address is used as a backup in case the direct deposit fails.

¢  Your tax documents are also mailed to this address.

Address List ~
© Add Address
Filter By v ®co [Rsave Filter ¥ My Filters~
Address Type Address Start Date End Date Status
AV AV AY AV AV
OlPay-To | L o e’ w _eh 04/17/2007  12/31/2999  APPROVED
()|Location ¥l N u Bl e e B =R 12/14/2021 12/31/2999  APPROVED
O|Mailing = = wgma w 04/17/2007  12/31/2999 APPROVED
() Location " | e = . 12/12/2014  12/13/2021  APPROVED
(] Location | T " 12/11/2014 12/11/2014  APPROVED
() Location 3 ] i wd u a 04/17/2007  12/10/2014 APPROVED
View Page: | 1 ®co B Page Count Viewing Page: 1 & First € Prey ¥ Next » Last
SaveToXLS

Note: Previous addresses also appear on this screen, and current addresses have an
end date of 12/31/2999.

To manage address information, click the hyperlinked text in the Address Type column. The link
opens the Manage Provider Locations page.
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This page shows the dates the address is active, and all the address information associated
with the address type. To make changes to the address, type directly in the address and begin

editing.

Address List ~

© Add Address

Filter By v ®Go

BSave Filter Y My Filtersw»

Address Type Address Start Date  End Date Status
AY AY AY AV AV
() Location By mEE RS B REDMOND, WASHINGTON 98052 12/14/2021  12/31/2999 APPROVED
() Pay-To kS LB , BELLEVUE, Washington 98007 04/17/2007 12/31/2999 APPROVED
() Mailing T e , BELLEVUE, Washington 98007 04/17/2007 12/31/2999 APPROVED

This will open the Address Details pop-up where information can be entered. Make any
changes or corrections that are needed and then click Validate Address. This validates the
address information provided against data from the United States Postal Service.

* If successful, you will see a message in blue that says address validation successful.

* If unsuccessful, you will see a message in red that says address not found with street
address and zip code combination.

Note: If the address validation is unsuccessful, you can sfill use the address entered. The
Validate Address button is a tool to see if your entry matches postal records, and the
system does not prohibit non-matches.

After validating, click OK to accept the changes and close the pop-up.

Address details ~
Address Line 1: i I A " Address Line 2:
(Enter Street Address or PO Box Only)
Address Line 3: City/Town: : vi®
State/Province: WASHINGTON v County: | v
Country: US vi® Zip Code: - © Vvaidate Address
QoK | ©cCancal

To save your changes and go back to the previous screen, on the Manage Provider Location
Address page, click Save and then Close.
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If you scroll back down to the Address List, by default you won't see the new address listed
while it is in In Review status. To ensure your changes saved, you can do the following:

* Select Status from the Filter By dropdown.
* Enter % into the search field.
e Click Go.

The new address will be shown as In Review.
Address List

©Q 2dd Address

Status v | % ® co

You can change as many of the addresses as you need to in this way. Once you have made
all the necessary changes to these addresses, click Save and then Close at the top of the
screen, which returns you to the Provider Locations page and the list of all your locations.

Make any changes to the other locations that you might need to, then the Provider Locations
screen to return to the Business Process Wizard.
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Modification status
If you have made any changes and used OK to save them then the Modification Status field
will say Updated.

If you did not modify any data and used Cancel to close the pop-up, Modification Status field
will be blank.

> Provider Portal > Individual Modification

Providerone IdiNPI : =g Name: fum

L XISl | = Required Credentials || € Undo Update | T Communication History

View/Update Provider Data - Individual »~

Business Process Wizard - Provider Data Modification (Individual). In order to finalize submission of your requested changes, you must complete: the FINAL Step - Submit Modification Request for Review

O step Required  LastModification Date  LastReviewDate  Status  Modification Status  Decision By Step Remark
(] Step 1: Basic Information Required 0872812014 08/28/2014 complete
[ Step 2: Localions Required 082812014 087282014 Complete
[0 Step 3: Provider Additional Information Optional 021042022 0210412022 Incomplete
[ Step 4 Specializations Required 0872812014 087282014 Complete
[] Step 5 Owmership & Managing/Controlling Interest details Required 08282014 08/28/2014 Complete . g u
(7] Step 6: Licenses and Cerlfications Optional 0872812014 087282014 Incomplete St’atu s M U‘d| fl Eatl on Status
[ Step 7: Training and Education Optional 032812014 087282014 Incomplete
[ Step 8: Identifiers Optional 0872812014 087282014 Complete C |
(0] Step & Contract Details Optional 08728/2014 087282014 Complete om p ete
[ Step 10: Federal Tax Details Required 081282014 082802014 Complete
(0] Step 11: EDI Submission Method Optional 08728/2014 087282014 Incomplete Cﬂm p |,ete U pd aled
[ Step 12: EDI Billing Software Details Optional 032812014 087282014 Incomplete
[ Step 13- EDI Submitter Details Optional 08282014 08/28/2014 Incomplete
[ Step 14: EDI Contact Information Optional 081282014 0812812014 Incomplete
[ Step 15: Billing Provider Details Not Required  08/28:2014 08/28/2014 Incomplete
[ Step 16: Servicing Provider Information Optional 032772014 032772014 Complete
[ Step 17- Payment and Remittance Details Required 08728/2014 087282014 Complete
[ Step 18: View Union Information Optional 082812014 087282014 Incomplete
(0] Step 18- Complete Enrollment Checkist Required 10725/2023 1012512023 Complete
[ Step 20: Submit Modification for Review Required 032812014 087282014 Complete
ViewPage: (1 | ®Ge  KiPage Coun SaveToXLs Viewing Page: 1 «Fist | | €Prev | ¥ Net | 3 Last

Note: An updated Modification Status does not mean that the changes have been
submitted to ProviderOne for review. This will be covered in Final Steps.
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CONTRACT DETAILS

Your ProviderOne account/domain includes all DSHS contracts linked to your tax ID number.

To view your contracts, click on Contract Details fo be taken to your Contracts List page.

] Step 7: Identifiers

|_|:| Step 8: Contract Details
] Step 9: Federal Tax Details

You cannot make any changes to your contracts in ProviderOne, but you can review to make
sure the information is correct. If any changes are required, contact your DSHS Contract

Specialist.
Contracts List
Filter By : v And v And Operational Status:
,O SoJ & Save Filter

Contract Number Location Code Location Name Contract Code Contract Subcode Start Date | End Date Status Operational Status
AV AY AY AY AY AY AY AY AY

01 i D 1019 07/0172018 06/30/2019 APPROVED Active
01 N B! 1019 07/0172018 123172019 APPROVED Active
01 — Tl W . 1019 050372018 06/3072019 APPROVED Active

Note: You can view the end date and status of your contracts here. If your contract is
expired, oris expiring in the next two months, contact your DSHS Contract Manager.
You may see errors in your authorizations until the contract is updated.
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PAYMENT DETAILS

In the Payment and Remittance Details step you can review and update your payment
information (i.e., sign up for direct deposit). From the Business Process Wizard, click on Payment
and Remittance Details to open the Payment Details screen.

[] Step 14: Servicing Provider Information

I_|:| Step 15: Payment and Remittance Details

] Step 16 Complete Enroliment Checklist
[ Step 17: Submit Madification for Review

Here you will see an entry for each of your locations. Each of these location codes has their
own payment details that need to be reviewed, but they can all be the same if you want all
payments sent to the same place. Click on the blue hyperlinked Location Code to open
information for that location.

#  Payment Details -~
Filter By : v And v And Operational Status: Actve v
(o)) [ SaveFilter ¥ My Filters »
Location Code Location Name Payment Method Start Date  End Date Status Op I Status  Inac Date
AT AY AY AY AY AY AY AY
e sen = Electronic Funds Transfer(Direct Deposit) 12232016 123172999 APPROVED Active
View Page: 1 ©Go  #Page Count | (@ SaveToXLS Viewing Page: 1 & Fist | € Prev | 9 Ned | ) Last

If you choose a location, the Provider Information pop-up appears.

#  Provider Information -~

Provider Name: il il e b

#  Provider Identifiers Information -
Provider Federal Tax Identification
Number (TIN) or o me ¥ National Provider identifier (NPI):
Employer identification Number (EIN):
#  Payment Details i
Identify Payment Details
= State Wide Vendor Number: F S "
Payment Method: (e Electronic Funds Transfer(Direct Deposit) () Paper Check

Requested EFT Start Date:  12/23 2016 L]

End Date: 12312999 &

Status: Approved
#  Financial Institution Information -
Financial Institution Name: - * Financial Institution Routing Number:
Providers Account Number with Financial Institution: “s * Re-enter Providers Account Number: "
Type of Account at Financial Institution:  Checking vl|® EFT Account Type:
Payment Notification Preference: Emad Nodfication v|* EFT Test Status:  Successful v

Account Number Linkage to Provider identifier: g mme
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ProviderOne is defaulted to send out paper checks (warrants). If you want to receive
electronic payments:

¢ Change the Payment Method radio button to Electronic Funds Transfer (Direct Deposit)
instead of Paper Check.

¢ Under Financial Institution Information, add your banking information for the direct
deposits.

Receiving payments directly to your bank account is fast, safe, and reduces lost and late
payments.

If you prefer warrants, they will be sent to the pay-to address for each location from the
locations section. Ensure your pay-to addresses are correct!

Updating EFT information
To add or change EFT information:

* Under Submission Information, verify that the Reason for Submission is Change
Enroliment.

* Entfer the name that represents an Authorized Signature.
o Click OK to save changes.

o Ifyou didn't make changes or don’t want to keep the changes you made, click
Cancel instead.

Submission Information Lo

Reason for Submission (Payment and Remittancd | Change Enroliment | * Authorized Signature:
only)
(Payment and Remittance Only)

(Signature only required when inputting new or changing EFT/835
information)

©ok Ocance
Repeat this process for each of your locations, then return to the main Business Process Wizard
page by clicking the Close button.

Note: Providers can sign up for EFT so payments go directly to their bank account. After
you update your payment preferences, be sure to click Final Steps. After you submit the
modification, The changes will be automatically approved.
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Final steps
If you are ready to submit your changes, (] Step 14: Servicing Provider Information
make sure that all of your changes are (] Step 15: Payment and Remittance Details
accurate; they will be automatically
approved. You won't be able to make
further changes until the review is complete.

() Step 16: Complete Enroliment Checklist

() Step 17: Final Steps

To submit your changes:
1. Click on the last step titled Final Steps to bring up the Final Submission page.
2. Click on Submit Provider Modification.

3. The button will turn gray, then click Close.

VR @ Submit Provider Medification IOUp:oaaAmrmems

#  Final Submission A

ProviderOne ID: Wil Enroliment Type: Fac/Agncy/Orgniinst

The shall be verified and Dy the
During this time, you may not make additional changes.

By clicking on the button “Submit Provider Modification®, you are agreeing that the information submitted for modification is cormrectL.

Please ensure all are uploaded using the “upload attachments” at the top of the page prior to submitting your medification.

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

If you need assistance or if the system won't let you submit your changes, contact
Provider Enrollment at 1-800-562-3022 ext. 16137.

4. After you submit your modifications, you will be returned to the Business Process Wizard
screen.

5. Here you will see any modifications you made with a Modification Status of 'In Review'.

6. The Review Status at the top of the screen will also show as 'HCA—In Review'. If the
status shows as 'HCA—In Process', this means the modification was not submitted.
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My Inbox ~

Depending on the type of S
cha nge a nd the current 5 ProviderPortal 5 FAOIMocifcaton
Vo | U m e Of req U es.l.s s U b m i.l..l.e d ProviderOne Id/NPI : = I Name: PERS LLC Review Status: HCA - In Review

[SE | -» Required Credentials | € Undo Update Y Communication Histor,
to HCA, it can take anywhere T = 2

Business Process Wizard - Provider Data Modification (Facility/Agency/Organization/institution). In order to finalize submission of your requested changes, you must complete the FINAL Step - Submit

from several business days up

i Notepad A Reminder @ External Links v & Print @ Help

) Step Required LastModification Date  LastReviewDate | Status  Modification Status | Decision By ~Step Remark
to several weeks for the i it skl (3605010 T
. (] Step 2: Locations Required  05/1012024 1210312019 Complete I Review

C h O r] g es ‘I'O be re\/' eWG d G r] d () Step 3: Specializations Required  08/28/2014 0812812014 Complete

(] Step 4: Ownership & Managing/Controlling Interest details Required  08/28/2014 081282014 Complete
O p proved . [ Step 5: Licenses and Certifications Optional ~ 08/28/2014 08/28/2014 Complete

(] Step 6: Training and Education Optional ~ 08/282014 081282014 Complete

(] Step 7: Identifiers Optional 081282014 0812812014 Complete

() Step 8: Contract Detaiis Optional 0812872014 0812872014 Complete

(] Step 9: Federal Tax Details Required 0812872014 0812872014 Complete

] Step 10: EDI Submission Method Optional 081282014 081282014 Complete

[ Step 11: EDI Billing Software Details Optional ~ 08/28/2014 081282014 Complete

[ Step 12: EDI Submi Optional 0812872014 0812872014 Complete

{1 Step 13: EDI Conta jon Optional 081282014 0812872014 Complete
A D D I N G N EW U S E Rs (] Step 14: Servi formation Optional ~ 08/2812014 0812872014 incomplete

(0] Step 15: Payment and Remittance Details Required  09/07/2013 091172018 Complete

(1) Step 16: Complete Enroliment Checidist Required 1012512023 1012512023 Complete

A N D ASS I G N I N G () Step 17 Final Steps Required  08/28/2014 0812812014 Complete
View Page: | 1 ol B Page Col & saveToxLs (onmg Bages 4 Fist | | € Prev | |9 Next

Profile overview

A profile allows a user to access specific parts of ProviderOne. Profiles are assigned by
ProviderOne or your System Administrator.

Most WA Cares Fund providers will see two or three of the following profiles.

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

EXT Provider Claims Submitter
Used to complete beneficiary benefit inquiry, view and create new WA Cares pre-
authorization, WA Cares claim submission, view claim, adjust claim and resubmit claims.

EXT Provider Social Service Medical
Used to complete beneficiary benefit inquiry, view and create new WA Cares pre-
authorization, WA Cares claim submission, view claim, adjust claim and resubmit claims.

EXT Provider Eligibility Checker
Used to complete beneficiary benefit inquiry, create new and view submitted WA Cares pre-
authorization.

EXT Provider Eligibility Checker-Claims Submitter
Used to complete beneficiary benefit inquiry, view and create new WA Cares pre-
authorization, WA Cares claim submission, view claim, adjust claim and resubmit claims.

EXT Provider Super User
Allows the user full access to ProviderOne functions with exception of maintaining ProviderOne
users.
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Note: Other profiles may be available in ProviderOne. Check with your administrator to
see if these profiles will be applicable to your duties.

Adding a user

To add a user in ProviderOne:
1. Log in with the EXT Provider System Administrator Profile.

2. In the Provider Portal, click on Maintain Users in the Admin section.

Admin A

Change Password Fremmitvis @R @lee

» Provider Portal » UserList

Maintain Users
(00 [EXRR Tl

Manage Users A
Filter By: (v And: v With Status:  Approved [v] | @ Go [y Save Filter ¥ My Filters
0 MName Domain Name Organization Status Start Date End Date
) AY AY AT AT AY AT

Mo Records Found !

3. On the Manage Users screen, click Add.

4. The Add User screen will appear. Fill in all required boxes (indicated by an asterisk *).
User Type auto-populates to 'Batch User'.
User Login ID auto-populates after the user's first and last name are entered.

For the EID, you can enter any #. EID stands for Employee Identification. You must enter
a different # for each user.

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

# -
Please enter the following information:
First Name: * Middle Name:
Last Name: * User Type: | Batch User v
User Login ID: * EID: *

Date of Birth: Expiration Date: | 12/31/2999 [ Bk

Domain Name: 2036909

Start Date: | 05/22/2024
Status: | In Review v

Comments:

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

5. When all required fields are complete, click Next.

6. Complete the remaining required fields.

Must be at least eight characters
long

Must contain a letter

Must contain a number

Must contain at least one of the
following special characters: ,.! @
SHA&E()_ +-<>

#  Add User:
o
Please enter the following information:
User Login ID: NameP

O

Password:
O

Email:
@)

Phone Number:

Mobile Number:
Address Line 1: Address Line 2:

(Enter Street Address or PO Box Only)

Address Line 3: City/Town:
State/Province: County:
Country: Zip Code:

© Address [f

& Back | MFinish | © cancel

Password established will be temporary. The user will be prompted to change their

password upon initial login.

For security reasons, please use an unshared email address.

Phone number.

7. Click Finish when done. You will be returned to the Manage User page. To display the

new user:

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

* The user's name is displayed with an In Review status.

e Next, select the user you want to approve. Find them on the list and check the box

next to their name.

Updated March 18, 2026
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8. Once checked, click the Approve button.
© Adga I & Approve iOReiecl )
L | test.providerone.wa.gov says
#  Manage Users ? PN
Record(s) approval will affect the period for associated entities. Do you
ter By: v want to continue? By Sove Fiter Y My Fiters v

Name irt Date End Date
Cancel
AY AY AY
12/31/2999

M Name, Pretend |

View Page: 1 ©Go < PageCount | (g SaveToXLS Viewing Page: 1 « Fist € Prev | D Ned ) Last

9. Once the new user is approved, a dialogue box will appear.

10. Read the message and click OK.
11. Next, another pop-up will appear with important information at the top. Click Ok to

continue or Cancel to return to previous screen.

Info: After clicking the OK button, the Assaociated profiles must be added and approved before the

user is able to access ProviderOne.

#  Update Status -~
Status Type: Approved w F
Reason Code: ‘ None wv
Remarks:
~
| « OK | @ Cancel
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Assigning profiles

The user is now in Approved status. Next, select the blue hyperlinked username to choose the
profiles the user will have assigned to them in ProviderOne.

(«JI W OAdd | @ Approve | @ Reject

#  Manage Users

A
Filter By: v And: v With Status:  Approved | v| | ® Go [ SaveFilter ¥ My Filters v
0 Name Domain Name Organization Status Start Date End Date LastName FirstName
AV AY AY AY AY AY AY AY
[} Name, Pretend | 9999999 Test FAOI Approved 11/30/2015 12/31/2999 Name Pretend
View Page: 1 ®Go | = Page Count SaveToXLS Viewing Page: 1 « Fist | € Prev || 9 Next | Last

Once you have selected the user's name, you will be directed to the User Details page. From

the Show menu (located top right corner of page) select Associated Profiles. This will bring up
the Mange User Profiles page.

User Login Id: (s Name:

Ociose [f=ELE

Show
5 User Details

Associated Profiles
First Name: c Middle Name: Check List

Last Name: & Lock User: [

Date of Birth:

Domain Name:

EID: | 0000000000 User Type: | Balch User v *

User Name: *

Password: Confirm Password:

Address Line 1: Address Line 2:

(Enter Street Address or PO Box Only)

Address Line 3: CityTown: | OTHER v

State/Province: | OTHER v County: | OTHER

Country: v Zip Code: - © Validate Address

Start Date: | 05/22/2024 = Expiration Date: | 12/31/2989

13
*

Status: Approved

On the Manage User Profiles page, select Add. You will be directed to the Add New Profiles to
User page. Here you will select all the desired profiles for the chosen user. To assign profiles, use

the left and right arrow buttons to move desired profiles from the left column (available) to the
right column (associated). Click OK.

Note: Users will have a default end date of 12/31/2999. To restrict a user, the System

Administrator can remove profiles or select a different end date. Removal of profiles is
the reverse of assignment.
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Back on the Manage User Profiles page, you will see the new profiles with an In Review status.
If you do not see the profiles that you have just selected, change the With Status dropdown to

All and select Go.

Check the box next to the profile name and then click Approve.

[« Yo" W O Ardd | & Approve | @ Reject Show v
Manage User Profiles v
Filter By:  Filter By vl With Status: Al v @ Bsavetnisfiter ¥ My Filters
0 Name Description Start Date End Date Status
AV AY AY AY AY
M EXT Provider Super User EXT Provider Super User 121522015 12/31/2999 In Review
EXT Provider System Administrator EXT Provider System Administra 12/15/2015 12/31/2999 In Review
View Page: 1 ©Go #PageCount (g SaveToxXLS Viewing Page: 1 «Fist € Prev ¥ Nexd 3 Last

An Update Status pop-up will appear and show Status Type: Approved. Click OK.

#  Update Status A
Status Type: Approved E]J X
Reason Code: None E]
Remarks:
QoK | © cancel

Returning to the Manage User Profiles page, the status of the profile(s) is now Approved. Select
Close to return to the User Details page.
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LOCKING, UNLOCKING, AND ENDING USERS

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

Admin

Change Password

Maintain Users

Next, select the blue hyperlinked username you need to manage.

My Inbox ~

Provider™yo

Profile: EXT Provider System Administrator

) Provider Portal > Userlist

(wJP ) O Add (& Approve @ Reject

Manage Users

Filter By: l]
Name
E
View Page: 1 ®Go  +Page Count

™

Domain Name

AY AY
=
5 e amw

- e N =

(d saveToxLs Viewing Page: 1

Organization

With Status: Al

[ Notepad

WA

CARES
FUND

A Re

Mj@c

Status
AY

Approved

Approved

ProviderOne System Administrators can lock, unlock, and end date user profiles.

Note: If you are a ProviderOne user and you are locked out of your account, contact

your System Administrator.

Locking a user: Click the box
next to Lock User.

Unlocking a user: Remove the
check mark from box next to
Lock User.

End-dating a user: Change the
Expiration Date to a date in the
near future.

Updated March 18, 2026

Middle Name:

Lock User: M

Domain Name: 9999909

First Name: Pretend

Last Name: Name

Date of Birth: 01/01/19%8 &
ED: 1 User Type: Batch User

User Name: | Name?

Password: Confirm Password:

Address Line 1: Address Line 2:
(Enter Strest Address or PO Box Only)
Address Line 3: City/Town:
StatelProvince: County:

Country: Zip Code:

sunDate: 11302015 B I Expiration Date:  12/31/2999

Status: Approved
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Confirming beneficiary’s eligibility and available funds
To verify a beneficiary’s WA Cares eligibility:

1. Loginto ProviderOne using one of the following WA Cares profiles.
EXT Provider Claims Submitter
EXT Provider Eligibility Checker
EXT Provider Eligibility Checker-Claims Submitter
EXT Provider Eligibility Verification
EXT Provider Super User
2. Inthe provider portal, navigate to the WA Cares Fund section located at the very
bottom of the online services list on the left.
3. Select WCF Client Benefit Inquiry.

Online Services

< (©

Payments

Provider

Admin

Social Services Authorization and Billing

WA Cares Fund

WCF Client e

WCF Client Benefit Inquiry

WCF Pre-Authorization ~

Create New WCF Pre-Authorization
Retrieve Saved WCF Pre-Authorization list
View Submitted WCF Pre-Authorization list

WCF Claims A

4. You will be taken to the WCF Client Benefit Inquiry menu. From here you can enter the
following:
e Beneficiary’s ProviderOne ID number

e |Inquiry start date
¢ Inquiry end date
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5. Click the Submit button.

sul inquiry on a specific client, complete one of the following criteria sets and click 'Submit'.
« ProviderOne Client ID(Client Identification Code) or

To submit WCF Benefit Inguiry on a specific client, complete one of the following criteria sets and click "Submit’.
« ProviderOne Client ID{Client Identification Code) or
+« Last Name, First Name AND Date of Birth or
+ Last Name, First Name AND 55N or
» S5N AND Date of Birth
+« ProviderOne Client ID{Client Identification Code), Last Name, First Name AND Date of Birth or
+« ProviderQne Client ID{Client Identification Code), Last Name AND Date of Birth or
s ProviderOne Client ID{Client Identification Code) AND Last Name

6. If you do not have the beneficiary’s ProviderOne ID number, search using one of the
following criteria below.

7. Once the information is entered and ProviderOne finds a match, you will see the WCF
Client Benefit Inquiry Response screen.
e Selection Criteria Entered shows the date and fime the inquiry was submitted. You

will also see the criteria entered to search for the beneficiary.

¢ Demographic and Response Information shows basic demographic information for
the beneficiary you are searching.

crent u: I Kame: [
Printer Fricndly Version
EEE G sovessnamornairy | O
#i | Selection Criteria Entered -
Date of Request: 111042025 provigerone Cient 10: [N

Time in Request: 011024 FM PST Client Date of Birt:

Provider ID: Client SSN:

From Date of Service: 11/042025 Client Last Name:

To Date of Service: 1110472025 Client First Name:
] Inemgrapm and Response Information I -

Client Demographic Information: System Response Information

Providerome Ciient 10: [N Valid Request Indicator: ¥
Client FirstMiddie.Last Nome: [N Reject Reason Code:
Date of Birth: ([N Eligibility or Benefit information Code: 1-Active Coverage

Language: ENG-Engish Follow.Up Action Code:

@ |WCF Client Eligibility Spans. -~
Recipient Ald Category (RAC) Benefit Service Package Benefit Start Date Benefit End Date Retro Ehgibility Delayed Certfication Remaining Benefit Balance Amount
» W av
004 'WCF 030372025 121312999 §18.82850
View Page: | 1 O Eesgecomt @ SaveTons Viening Poge: 1 « CPer P Mea W Lat

Message(s): This is the Clients eligibility as of this date,based on informaticn available at this fime

B Information Source Data -

Name: WA State DSHS

CONLSCt Name: WA State DSHS Provioer Relatons
Communications Number: (800) 562-3022

e WCEF Client Eligibility Spans shows you the beneficiary’s eligibility information,
including:

o Recipient Aid Category (RAC) code, this code is used in ProviderOne to indicate
the total benefit the beneficiary is eligible to receive as determined by
Employment Security Division.

o Benefit Service Package. This indicates that the beneficiary is eligible for their WA
Cares benefit.
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o Benefit Start Date. Date that beneficiary became eligible to access their WA
Cares benefit.

o Benefit End Date. There will be a default end date of 12/31/2999. Once the
beneficiary exhausts their benefits, the date will reflect when the available
balance is 0.

o Remaining Benefit Balance Amount. Funds available to the beneficiary for WA
Cares services.

i WCF Client Eligibility Spans

I Recipient Aid Category (RAC) I I Benefit Service Package I I Benefit Start Date I I Benefit End Date I Retro Eligibility Delayed Certification Remaining Benefit Balance Amount
v ry v T av av
7004 WGCF 03/03/2025 12/3112999 §18,828.50
View Page: | 1 ©co  Kipagecaunt | | @ savetoxts Viewing Page: 1 et (P ¥oned | B Lt

Message(s): This is the Clients eligibility as of this date,based on information available at this time

8. To do another search, click on Submit Another Inquiry.
If you do not need to do another search, click Exit to go back to your home page.

ctient id: [ Name: (N

| G Submit Another Inquiry | {© Exit |

Selection Criteria Entered

Printer Friendly Version

Date of Request: 11/04/2025
Time in Request: 01:10:24 PM PST
Provider ID:
From Date of Service: 11/04/2025
To Date of Service: 11/04/2025

Demographic and Response Information

Client Demographic Information:

ProviderOne Client 1D: _
Client First,Middle,Last Name: [ NN
Date of Birth: [N

Language: ENG-English

WCEF Client Eligibility Spans
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PRE-AUTHORIZATIONS OVERVIEW

The WA Cares Fund Pre-authorization List provides pre-authorization information for each
beneficiary. The pre-authorization list shows the:

. Pre-authorization number;

. Authorized service code(s);

. Pre-authorized units;

. Pre-authorized dates of service; and
. Pre-authorized rates.

Providers use information found in the pre-authorization list to enter claims in ProviderOne. It is
important for providers to review and understand their pre-authorization list so they can more
easily identify when there may be an issue that could affect client services or the provider's
payments.

Note: For a beneficiary who is also enrolled in Medicaid, WA Cares pays before
Medicaid for services available in both programs because Medicaid must always be
the payor of last resort.
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Creating a pre-authorization

To create a new WA Cares Fund pre-
authorization:

1.

Log into ProviderOne using the
appropriate WA Cares profile that allows
you to create a pre-authorization request
(i.e., any profile other than the
administrator profile).

In the provider portal, navigate to the WA
Cares Fund section located at the very
bottom of the online services list on the
left.

Select Create New WCF Pre-
Avuthorization.

Updated March 18, 2026
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Online Services

< (©

Payments

Provider

Admin v

Social Services Authorization and Billing v

WA Cares Fund -~
WCF Client ~

WCF Client Benefit Inquiry

WCF Pre-Authorization Lad

Create New WCF Pre-Authorization

Retrieve Saved WCF Pre-Authorization list

View Submitted WCF Pre-Authorization list

WCF Claims Lad

WCF Claim Inquiry

WCF Claim Adjustment/Void
WCF Billing Screen

WCF Batch Upload

WCF Batch Upload Status
WCF Resubmit Denied/Void
WCF Retrieve Saved Claims

WCF Manage Templates
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4. After clicking Create New WCF Pre-Authorization, you will be taken to the WCF Pre-
Authorization Header. The system will auto populate the fields Authorization Entry Date,
Source System, User ID, Administration and Provider Information.

Authorization Information

Authorization Entry Date: 10/17/2025 ]

Total Amount:

ProviderOne Client Information

Client ID:

Client Name:

i | Provider Information
Provider ID: -

Provider NPI:

Source System: ProviderOne
Administration: WCF

Client Address:

ProviderAddress:

ciry: [
state: [N
zip: I

# Authorization Comments | @ Display Details || B Save || W Next | ® Submit || © Cancel

5. Enter a valid ProviderOne Client ID in the Client ID field and click Display Details.

Authorization Information

Authorization Entry Date: 10/17/2025

User ID: -

Total Amount:

ProviderOne Client Information

Client ID:

Client Name:

Provider Information

Provider ID: _

Provider NPI:

~
Source System: ProviderOne
Administration: WCF
~
Client Address:
City:
State:
Zip:
~

Provider Name: (N
Provider Address: [ NG
City: I
State: _
zip: S

# Authorization Comments | @ Display Details !ESave W Next | © submit | | €@ Cancel

Updated March 18, 2026
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6. The system will auto-populate Client Name, Client Address, City, State and Zip details
when a valid Client ID has been entered. If the client information is correct, click on the
Next button.

ProviderOne Client Information ~
ciient n: NN * —
Client Name:_ —_— Client Address: _
— 5 City: E—
—p suate: [T
—p Zip: I
Provider Information ~
Provider NPI: Provider Address: _
ciey: I
state: [
zip: I

# Authorization Comments @ Display Details BSave W Next |(DSL:n‘|I © cancel

7. You will be taken to the Services Line List which displays your Authorization Number,
Authorization Business Status, Authorization System Status, the client’s information and
your provider information.

To add a service line, click on the Add button.

|Authuri1alicn #: 100000000343WCF | | Authorization Business Status: Reviewing I Authorization System Status: No Error
Provider Identifier: ProviderOne ID
Ctient 1D: [ IS provider 10: [ N HNEEN
Ctient Name: [N Provider Name: [ 1
Client Address: NN Provider Address: [N
City: OLYMPIA City: [ NG
State: WASHINGTON state: [
Zip: 98501 zip:
Service Lines List ~
Filter By ~ And  Filter By ~ And
Filter By hd © Go
[ Save Filter ¥ My Filters~
Line # Service Name Proc/Svc Code Modifier Service Line Start Date Service Line End Date # of Units Unit Type Rate Line Total Amount Last Updated Line Business Status Line System Status
iV Av Av Av Av av I Av av AV AY Av AV
No Records Found !
@ show Error List | (G Refrieve Correspondence | # Run Ems ©Deeie | € Cancel
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8. You will be taken to the Service Line Information screen. All fields marked with an
asterisk (*) are required fields. For information regarding the required fields, see the
applicable Service Code Data Sheet (SCDS) in the WA Cares Provider Toolkit.

Authorization #: 100000000343WCF Authorization Business Status: Reviewing Authorization System Status: No Error
Line #: Provider Identifier: _
ciient 10: | NN Provider ID: [
Client Name: (NN Provider Name: _
Client Address: ([ INNEG_— Provider Address: T TNNTNTNTNINGEE
City: OLYMPIA city: [ NG
State: WASHINGTON state: [NEENN
Zip: 98501 Zip: I
= i Service Line Information l A
|Service Line Start Date: [ B I |Service Line End Date: = I
| Proc/Svc Code: : 4* I Code Qualifier:
Place of Service: b | Modifiers: vi|* I
I # of Units: *l Unit Type:
I Rate: G ] Sales Tax %:
Monthly Total Amount: Total Authorized Amount:
Sales Tax Included:
# Service Line Comment
Service Line Business Status: Reviewing vk

&l Run Edits || Bl Service Line List || # Save/Add New Line BSave O cancel

Service Line Start Date and Service Line End Date

Date span that services may be rendered, using MM/DD/YYYY as the format. The SCDS
for the service provides date span limit information.
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Proc/Svc Code

Choose the applicable procedure or service code from the drop box. To do this, click
on the arrow, choose from the available list, click OK. Note: the drop-down list is based
on your taxonomy. You must ensure you hold the correct contract/subcode to provide
the tasks associated with the service code you select. See the SCDS for more

information.
Service Line Start Date: | 10/20/2025 S l
Proc/Svec Code: | : ‘{ &
Place of Service: hd
WCF Proc/Sve/Revenue Code Lookup 25 g
Filter By v ®co

T1005-Respite care service 15 min
T1019-Personal care ser per 15 min

T

© ok | P Cancel |w

Modifier

Procedure codes may require a modifier. If one is not required, the field will auto-
populate an N/A. If a modifier is required, the field may auto populate the appropriate
modifier. If there are multiple modifiers available, choose the appropriate modifier from
the drop-down list (see SCDS for more information if multiple modifiers are in the drop
down).

PO WO T T, | = e e

Modifiers: | -SELECT-- v | *

P A0A Llaae
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Number of Units

Enter the number (#) of units for services being rendered during the date span entered
in the Service Line Start Date to Service Line End Date. Note: payment type may impact
what is entered in this field. See the SCDS for information on payment types for each
service code.

# of Units: | 4 = *

Rate

Enter the rate per unit for services being rendered based on your agreement with the
beneficiary. ProviderOne will display the rate (if fixed) or rate range available per unit
for the procedure code that was entered.

Rate: «

Please enter the rate between $0.01 and $11.25 =

Sales Tax

Some service codes require sales tax to be collected, typically for goods you will
provide. You must manually enter the appropriate sales tax rate to the service line
based on the beneficiary’s zip code, the location where the service will be delivered,
etc.

Sales Tax %o:

Total Authorized Amount
The system will multiply the number of units entered and the rate, to calculate the Total
Authorized Amount, adding sales tax when applicable.

Service Line End Date: 10242025 @ =

Total Authorized Amount: $40.00
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You can enter comments for the service line if additional information is required or
helpful for the beneficiary in their review.

Click on the Service Line Comment button to open the Comments window.

HH
HH

Service Line Information
Service Line Start Date:
ProciSve Code:
Place of Service:
# of Units:
Rate:

Monthly Total Amount:

Sales Tax Included:

# Service Line Comment

Service Line Business Status:

10/20/2025

*

T10159-Personal care ser per 15 min * '

$10.00
$40.00

$0.00

Reviewing

w

From the Comments window, click on the Add Comments button.

O Delete Comments || Ga Show All Comments

© Add Comments

i# Comments A
Filter By w ®Go
[A save Filter ¥ My Filters~
Type User Date Comment
= AV AV AY AV

No Records Found !

You will be able to enter your comments in the Add Comment Details window. Once
you have done that, click on the Ok button. The Comments window will reflect the
notes you just entered.

i Add Comment Details ~
Comment Type: | WCF Service Line Comment v
Comment: *
T © ok || O cancel
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Click on Close to go back to the Service Line Information window.

@o Add Comments || @ Delete Comments || Ed Show All Comments

B

i Comments ~

Filter By ®Go

[ Save Filter ¥ My Filters~

Type User Date Comment
U AY Av Av Av
[] WCF Service Lins Comment EEr ] 10-18-2025 11:15:44 Notes
View Page: 1 ® Go I Page Count SaveToXLS Viewing Page: 1 «First € Prev ¥ Next % Last

9. Additional Service Lines. If you are submitting multiple lines on one pre-authorization,
you can click on the Save/Add New Line button.

10. Save. Once all service lines are entered, click on the Save button.

Once saved, click on the Service Line List button to go back to the Service Line List
screen. The Service Line List screen should reflect the service lines you entered and

saved.
Service Line Information A
Service Line Start Date: | 10/20/2025 w * Service Line End Date: | 10/24/2025 |+
[IRTNLer:1y| 11019-Personal care ser per 15 mi : 4% Code Qualifier:  HCPCS
Place of Service: v Modifiers: | U6 v|*
# of Units: | 4 * Unit Type: 1/4 Hour
Rate: | $10.00 * Sales Tax %:
Monthly Total Amount: Total Autherized Amount:
Sales Tax Included:
# Service Line Comment
Service Line Business Status: Reviewing - l l l
[aal Run Edits | Gl Service Line List / Save/Add New Line BSaua o Cancel
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If you need to delete a line, check the box next to the line you want to delete and click

on the Delete button.
Line . Proc/Sve - Service Line Start Service Line End #of Unit Line Total Last Line Business Line System
Service Name Modifier ) Rate
O # Code Date Date Units Type Amount Updated Status Status
AY av av
n Av Av Av av av av AV AV Av
1 Personal care serper 15 T1019 us 1072012025 10/24/2025 4 1/4 Hour $10.00 $40.00 10/18/2025  Reviewing No Error
min
VieW Page: ‘ 1 ‘ ® Go I Page Count SaveToXLS Viewing Page: 1 <« First | € Prev ¥ Next » Last
@ Show Error List | (& Refrieve Correspondence || # Run Edits || €@ Add || 44 Back | @ Delete bcancel
I | I—

If you need to add an additional line, you can add it by clicking on the Add button.

Line i Proc/Sve gt Service Line Start Service Line End # of Unit Line Total Last Line Business Line System
Service Name Modifier . Rat
O # Code Date Date Units Type Amount Updated Status Status
Av AV av
AV av av Av av av av Av AY av
1 Personal care serper 15 T1019 us 10/20/2025 10/24/2025 4 1/4 Hour $10.00 $40.00 10/18/2025 Reviewing No Error
min
View Page: | 1 ‘ © co I Page Count SaveToXLS Viewing Page: 1 «rist € Prev > next » Last
@ Show Eror List | | G Retrieve Correspondence || # Run Edits || @ Add | [|44 Back || @ Delete || € Cancel

If no changes are needed and all the lines have a Line System Status of No Error, click
on the Back button to go back to the WCF Pre-Authorization Header page.

Line " Proc/Sve ek Service Line Start Service Line End #of Unit Line Total Last Line Business Line System
Service Name Modifier . Rat
O # Code Date Date Units Type Amount Updated Status. Status
Ay av av
nv av av av av av av av av AV
1 Personal care ser per 15 T1019 ug 10/20/2025 1072412025 4 1/4 Hour $10.00 $40.00 10/18/2025 Reviewing No Error
min
View Page: | 1 | ©@co | WPage Count SaveToXLS Viewing Page: 1 € Fist | | € Prev | ¥ Next » Last
@ Show Error List | (& Refrieve Correspondence | | # Run Edits || @ Add | 44 Back LDelate © cancel
S |
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11. Submission for Beneficiary Review

The WCF Pre-Authorization Header page will now reflect the total amount of the entire
pre-authorization. Click on the Submit button to complete your pre-authorization
request. The beneficiary will now have until midnight of the Start Date or up to 30 days
to review and approve or deny the pre-authorization.

Authorization #: 100000000344WCF Authorization Business Status: Reviewing Authorization System Status: No Eror
#l  Authorization Information -
Authorization Entry Date: 101182025 Source System: ProviderCne
user 0NN Administration: WCF
i  ProviderOne Client Information -

Cient 10: [N
Client Name: [N Chient Address: NN
Ciry: I
State: WASHINGTON

Zip: 98501
&  Provider Information ~
provider o: provider Name: I
Provider NP1: Provider Address: [
Ciry: I
State: IS

/ mimorzation Comments | @ Dispiay Details  [BySave b Next oCanm\

Once submitted, you can click on the Cancel button to go back to the Online Services
menu.
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Pre-authorization lists
There are two preauthorization list pages.

1. Saved pre-authorizations — in process by the provider but not yet submitted.
2. Submitted pre-authorizations — the provider has submitted for beneficiary response.

To view WA Cares Fund pre-authorizations, log into ProviderOne using the appropriate profile
that allows you to view the lists.

Profiles that can view and create pre-authorizations include:
EXT Provider Claims Submitter;

EXT Provider Eligibility Checker;

EXT Provider Eligibility Checker-Claims Submitter; and

EXT Provider Super User.

In the provider portal, navigate to the WA Cares Fund section located at the very bottom of
the online services list on the left.
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Next, select View Submitted WCF Pre-

Authorization list. From here you will be able to

see pre-authorization information for each of
your beneficiaries.

After clicking View Submitted WCF Pre-
Authorization list, the Provider WCF Pre-
Authorization List appears.

The default view shows only the active
authorizations for the current month. To view
your authorizations for other months or for
specific criteria (e.g., beneficiary or service
code), use the Filter By options to customize
your resulfs.

When using filters to search for pre-
authorizations, you can enter a variety of
search criteria, including:

e Beneficiary name or client ID
e Authorization #
e Service code

e Authorization dates

[« Tel""W | © Delete | O Retrisve Co mespondence

Provider WCF Pre-Authorization List

| Fiter By v'\ And  Filter E
Filter By
Authorization #
Line # Client ID Client Name Provider ID
Business Status
AY AY AY AY

Client First Name

Client ID

Client Last Name

Date of Service
Proc/Svc/Revenue Code
Provider ID

System Status

WA

CARES
FUND

Payments

< <4@.

Provider

<

Admin
Social Services Authorization and Billing

WA Cares Fund +—

WCF Client ~

WCF Client Benefit Inguiry

WCF Pre-Authorization ~

Create New WCF Pre-Authorization
Retrieve Saved WCF Pre-Authorization list

View Submitted WCF Pre-Authorization list

WCF Claims I ~

WCF Claim Inquiry

WCF Claim Adjustment/Void

WCF Billing Screen

WCF Batch Upload

WCF Batch Upload Status

WCF Resubmit Denied/Void

WCF Retrieve Saved Claims

WCF Manage Templates

WCF Create Claims from Saved Templates

WCF Manage Batch Submission

Note: You can download the authorization list to Excel by clicking the Save To XLS

button at the bottom of the results table.
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Avuthorization number

An authorization number is a 12-character alpha-numeric value that uniquely identifies
services for a specific client and provider pair with WA Cares Fund. Pre-authorizations can be
made for up to three months for most services.

Client ID/client name

The Client ID is an 11-character alphanumeric identifier used in ProviderOne. This ID will always
end in WA.

| Authorization# | | Line# | [ clientip | |  Client Name |
AT AT AT
(] 100000000304WCF 2
(] 100000000304WCF 1

(] 100000000115WCF

[ I Y]

»
-

(] 100000000115WCF
() 100000000115WCF 1

(] 100000000097WCF 3
(] 100000000097TWCF 4
(] 100000000097TWCF 3
(] 100000000097TWCF 2
(] 100000000097TWCF 1

Note: When submitting your claims in ProviderOne, it will be important to verify that the
claim details (authorization number, client ID, dates, service code and modifier) match
the authorized details.

Note: If all service lines on an authorization are canceled, the authorization number is
considered canceled and services that are later re-authorized will have anew
authorizationnumber.

Line/suffix number
The line number denotes the line of service on the authorization. The service line number will

have a point after called a suffix. Verify accuracy of line details (service code, dates, units,
etc.).
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Provider ID
The Provider ID shown on the Authorization List is your Domain + Location ID. If you have more
than one location, you will have multiple Provider IDs.

Example for a provider who has two locations:
Domain: 1234567 + Location ID: 01= 123456701
Domain: 1234567 + Location ID: 02 = 123456702

Service code and modifier

Each service authorized will have a service code and brief description of the service. Any
authorized modifiers will also be listed here. If a code is authorized with a modifier, you must be
sure to enter both the service code and the modifier on the claim in order for the claim to
pay.

Start and end Date
The start and end date of when authorized services can be provided.

Service
Provider | |Service
Code Modifier (Start Date End Date
ID Code
Description AY AY AY
AY AY
AY
. H2014 Skills train U5 07/01/2023 06/30/2024
and dev, 15
min
. H2014 Skills train U5 07/01/2023 07/31/2024
and dev, 15
min
= H2014 Skills train U5 10/01/2023 06/30/2024
and dev, 15
min
Note: Refer to the Service Code Data Sheets published in the WA Cares Fund Provider
Toolkit.
Rate
The rate at which the vendor will be paid.
Units

The number of units authorized per service line.
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Unit Type
How a service code will be billed.

Unit types are:

e 1/4 Hour e Mile
e Hour e Daily
e Each e Monthly
AT AT AT Y
$10.00 10 1/4 Hour 10/15/202¢F
$10.00 10 1/4 Hour 10/15/202¢F
$10.00 10 1/4 Hour 10/15/202¢F
$10.00 10 1/4 Hour 10/15/202¢F
211.25 15 1/4 Hour 10/14/202¢F
$10.00 10 1/4 Hour 10/10/202¢F
$10.00 10 1/4 Hour 10/10/202¢F
$10.00 10 1/4 Hour 10/10/202¢F
$10.00 10 1/4 Hour 10/10/202¢F
$10.00 10 1/4 Hour 10/10/202¢F
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Last updated date
This column shows the date the authorization was most recently updated.

Business status

FUND

It is important that pre-authorizations are in Approved status before providing services and
submitting claims. You should check pre-authorizations each time before billing to ensure
there are no errors that willimpact your claims.

If a pre-authorization is in Canceled status, either the beneficiary or the provider

canceled the pre-authorization.

Help with billing errors

Last Updated

Business Status

AV
10/15/2025
10/15/2025
10/15/2025
10/15/2025
10/14/2025
10/10/2025
10/10/2025
10/10/2025
10/10/2025
10/10/2025

AV
Approved
Approved
Approved
Approved
Denied Timeliness
Approved
Approved
Approved
Approved
Approved

Biling questions should be directed to HCA's medical assistance customer service center

(MACSC).
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Navigating the pre-authorization lists

The default view of the pre-authorization list returns 10 authorizations per page in ProviderOne.
If you need to view more pre-authorizations, you may do so by using the page controls at the
bottom of the screen.

Note: Recall that there are two types of pre-authorization lists. Saved and Submitted.

You can also download the pre-authorization list to an Excel file, which allows you to view your
entire pre-authorization list. Click the SaveToXLS button to download as an Excel file.

View Page: | 2 | |®co | | BiPage Count I Ed saveToxLs I

Exporting your pre-authorization information to Excel can help with billing. You can copy data
from the file and paste into the ProviderOne claim form. This helps improve accuracy and
reduces the potential for typing errors.

If you use this method, be sure to export a new Excel file before billing for the service as
authorizations may change. The Excel file contains all the information available on the
Provider Authorization List page.

Below is an example exported to Excel using the “Save to XLS" button.

=

BIU- _- O-A- === T35 EMegeaCenter -

J K L o P C
Suffix Provider ID Service Code Service Code Description  Modifier Modifier Description StartDateEndDate Rate  Units  UnitType Billing Type Client Responsibility Last Updated Business Status Error Status

B TI019 Personal care ser per 15 min 01/01/20201/31/202 si112 1/4Hour Monthly Recurring $0.00 07/02/2019  Approved Error
B T1019 Personal care ser per 15 min 07/01/20112/31/201 s 1/4Hour Monthly Recurring $0.00 11/30/2019  Approved No Error
B T1019 Personal care ser per 15 min "01/23/201 12/31/201" $:220 1/4 Hour Monthly Recurring $0.00 01/30/2019 Canceled No Error
e Ti019 Personal care ser per 15 min 07/01/20112/31/201 $76 1/4Hour Monthly Recurring $0.00 11/30/2019  Approved No Error
Bl T1019 Personal care ser per 15 min 07/01/201 12/31/201 s's08 1/4Hour Monthly Recurring $0.00 11/30/2019  Approved No Error
1019 Personal care ser per 15 min 07/01/20112/31/201 576 1/4Hour Monthly Recurring $0.00 11/30/2019  Approved NoError
BUaN  T1019 Personal care ser per 15 min 07/01/20112/31/201 $:296 1/4 Hour Monthly Recurring $0.00 11/30/2019  Approved No Error
1019 Personal care ser per 15 min 01/01/201 12/31/201 51308 1/4Hour Monthly Recurring $0.00 11/30/2019  Canceled No Error
1019 Personal care ser per 15 min 01/01/201 12/31/201 $216 1/aHour Monthly Recurring $0.00 11/30/2013  Canceled NoError
1019 Personal care ser per 15 min 07/01/201 12/31/201 s.an 1/aHour Monthly Recurring $0.00 11/30/2019  Approved NoError
1019 Personal care ser per 15 min 07/01/20112/31/201 $276 1/4Hour Monthly Recurring 50.00 11/30/2019  Approved No&rror
1019 Personal care ser per 15 min 07/01/201 12/31/201 1460 1/4Hour Monthly Recurring $0.00 11/30/2019  Approved NoError
11019 Personal care ser per 15 min 07/01/201 12/31/201 $'ss0 1/4Hour Monthly Recurring $0.00 11/30/2019  Approved NoError
T101 Personal care ser per 15 min 01/01/201 12/31/201 $(a60 1/4Hour Monthly Recurring $0.00 01/31/2019 Canceled No Error

11019 Personal care ser per 15 min 01/01/20201/31/202 $1556 1/4Hour Monthly Recurring $0.00 10/17/2019  Approved "Error
11019 Personal care ser per 15 min "07/01/20112/31/201” $1556 1/4Hour Monthly Recurring $0.00 11/30/2019  Approved No Error

T1019 Personal care ser per 15 min 01/01/20201/31/202 S48 1/4Hour Monthly Recurring $0.00 '07/02/2019  Approved "error
1015 Personal care ser per 15 min 07/01/20112/31/201 348 1/4Hour Monthly Recurring $0.00 11/30/2019  Approved NoError
Personal care ser per 15 min 07/01/20112/31/201 $176 1/aHour Monthly Recurring $10.00 11/30/2019  Approved NoError
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Refreshing the WCF pre-authorization list

When changes are made to a pre-authorization, you will not see them right away if you are
already on the Provider WCF Pre-Authorization List page. If you are resolving authorization
issues and are unable to see the

changes in the current view, do the » Provider Portal 5 Provider WCF Pre-Authorization List
following:
+  Click the Close button in the © Daiic || © Retrive Comospondoncs
upper left corner. #  Provider WCF Pre-Authorization List
* This will bring you back to the
main Provider Portal page. ‘ Filter By "|

* Next, select View Submitted

WCEF Pre-Authorization list.

. Authorization # Line # Client ID {
* In the Filter By drop-down O

menu, select the mannerin
which you wish to search the
pre-authorizations list (e.g.,
authorization number).

AY AY AY

¢ Enter the information and click Go at the end of the row.

¢ The authorization list will now be refreshed to the most current information available.

@ Delete | G Retrieve Comespondence

i Provider WCF Pre-Authorization List

And  Filter By ~ And  Filter By ~ ®co
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Viewing updates to a pre-authorization

Occasionally there will be updates to a pre-authorization. You will be alerted to these changes
the way you indicated in Step 2: Locations.

If you need to review the history of a particular authorization to see what has changed:
¢ Navigate to the View Submitted WCF Pre-Authorization list.

e Once the page appears, use the Filter By drop-down menu to search for the
authorization number and processing status.

¢ In the Authorization # field, enter the
authorization number you are
searching for. In the Processing Status
field enter % and then click Go at the
end of the row. (The % acts as a

wildcard, showing all possible results
for that f||1'er) Authorization # Line # Client ID Client b
|

AT AY AY AY

(wJo' Sl @ Delete || O Retrieve Correspondence

Provider WCF Pre-Authorization List

Authorization# v || %

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

Note: In Review is not an applicable status when viewing the list of approved pre-
authorizations.

The list shows the Processing Status as Active or Inactive.

Authorization length
See the relevant Service Code Data Sheet in the Provider Toolkit for information on length of
authorization.

BASIC CLAIMS (A.K.A. DDE)

Submitting a basic claim is also known as direct data entry (DDE) billing. For DDE, you must
enter all biling information (Provider ID, Client ID, Authorization Number, Dates of Service,
Service Code, and Units) each time you submit a claim.

Required claim information (e.g., authorization #, procedure code, modifier) can be found by
navigating to the View WCF Pre-authorization list.
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Submitting a basic claim
To submit a basic claim, log intfo ProviderOne using one of the following profiles.

e EXT Provider Claims Submitter

* EXT Provider Eligibility Checker-Claims Submitter

e EXT Provider Super User

In the provider portal, navigate to the WA Cares Fund section located at the very bottom of
the online services list on the left. Click on WCF Billing Screen.

Online Services @
Payments v
Provider v
Admin v
Social Services Authorization and Billing v
WA Cares Fund -
WCF Client -~

WCF Client Benefit Inquiry

WCF Pre-Authorization A

Create New WCF Pre-Authorization
Retrieve Saved WCF Pre-Authorization list

View Submitted WCF Pre-Authorization list

WCF Claims -~

WCF Claim Inquiry
WCEF Claim Adjustment/Void

WCF Billing Screen

WCF Batch Upload

WCF Batch Upload Status
WCF Resubmit Denied/Void
WCF Retrieve Saved Claims

WCF Manage Templates
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The WCEF Billing Screen will appear. Enter the following information:

e Provider ID (your 7-digit domain/ProviderOne ID plus your 2-digit location code for WCF
Location type)

e Client ID (11-digit alphanumeric value that ends in WA)
*  WCF Pre-Authorization Number (12-digit number that ends in WCF)

WCF Billing Screen

Note: asterisks (") denote required fislds.

Basic Claim Info

Billing Provider | Subscriber | Claim | Service

PROVIDER INFORMATION

BILLING PROVIDER

NPI/Provider ID: #

SUBSCRIBER/CLIENT INFORMATION

SUBSCRIBER/CLIENT

Client 1D: *

CLAIM INFORMATION

1. WCF Pre-Authorization Number: *

Note: You must turn off your pop-up blocker before you begin billing.

Note: Asterisks (*) denote required fields.

The billing information is taken directly from the pre-authorization. Exporting the pre-
authorization info to an Excel file (“Save to XLS") allows you to copy and paste information for
accuracy. Check your pre-authorization before each billing as pre-authorizations may
change.
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Under Basic Line-ltem Information, fill out the following information:
* Service Date From
* Service Date To
* Service Code
* Modifier (if applicable)
e Units
BASIC LINE ITEM INFORMATION -~

BASIC SERVICE LINE ITEMS

mm dd ceyy mm dd coyy
Service Date From: | 02 01 2024 * Service Date To: | g2 01 2024 *
Service Code: | T{019 * Modifiers: 1: | Ug 2: 3: 4:
Patient Account No: Units: |42 #

Notes:
* Each service line spans a single day.
* Allunits of a specific code for the same day should be on the same line.
* A daterange can be used only if:
o The unit types are daily or monthly
o Days are consecutive (worked in a row)
o All days are within the same calendar month or include entire months
* The unit type can be found on the client's authorization

Once all billing information is entered on the Basic Service Line ltems section and EVV Items
section (optional for WA Cares), select Add Service Line ltem.

BASIC LINE ITEM INFORMATION

BASIC SERVICE LINE ITEMS

mm dd coyy mm dd ccyy
Service Date From: | p2 01 2024 * Service Date To: | g2 01 2024 *
Service Code: | 71019 * Modifiers: 1: s 2: 3: 4:
Patient Account No: Units: | 4] *

ELECTRONIC VISIT VERIFICATION (EVV) ITEMS

TPL INFORMATION

| © Add Service Line Item | # Update Service Line Item
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If you entered a date range and are billing for a DAILY unit type, a note will appear telling you
that the date range will be broken down into individual daily service lines when the claim is
processed:

x Lol [ save clam || @ Submit Claim || @ Reset

The service line will be split into separate service lines one for each day within the span you have entered.

Note: ProviderOne will display instructional information before this message if any data
entered is incorrect, i.e., Provider ID, Client ID, Preauthorization Number, or if Service
Date To is earlier than Service Date From. Correct data per message and continue.

Once you click Add Service Line ltem the Basic Service Line ltems section clears. This allows
entry of any subsequent service lines before submitting your claim.

Note: Different service codes are allowed on the same pre-authorization, but all service
lines must be for the same beneficiary.

A claim service line appears under Previously Entered Line-ltem Information. The claim service
line will show service dates, service code and modifier, as well as units entered. The total
charges submitted will also be available to view.

Check the line information for accuracy

BASIC SERVICE LINE ITEMS

mm da ccyy mm oa ccyy
“Service Date From * Service Date To
* Service Code Modifiers: 1 2 3 4
Patient Account No * Units

© Add Service Line item # Update Service Line ltem

Previously Entered Line Item Information

Click a Line No. below to view/update that Line Item Information. Total Charges Submitting $ 5398 03
Line Service Dates Modifiers
Service Code Units
No From Yo 1 2 3 4
01/01/2017 01/31/2017 T1i1020 vl 31 Delete
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There are two methods for adding service lines to a claim. You can add up to 31 service lines

per claim.
Method 1
* Enter basic service line information in the cleared fields:
o Service Date From/To
o Service Code
o Modifier
o Units
* Next, click on Add Service Line ltem

* The new service line appears (shown below as line #2).

BASIC SERVICE LINE ITEMS

mm od cCyy mm dad ocyy
“Service Date From: 02 01 2017 “ Service Date To: 02 28 2017
= Service Code: T1020 Modifiers: 1: U1 2 3 4
Patient Account No: " Units: 28
© Add Service Line ltem # Update Service Line Item
Previously Entered Line Item Information
Click a Line No. below to view/update that Line Item Information. Total Charges Submitting: $ 10273.67
Line Service Dates Modifiers
Service Code Units
No From To 1 2 3 4
01/01/2017 01/31/2017 71020 U1 31 Delete
2 02/01/2017 02/28/2017 T1020 U1 28 Delete
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* Click on an existing service line number (click on the blue hyperlinked Line No). The

entered service line information populates.

e Enter new data.

e C(Click Add Service Line ltem.

* The new service line appears (shown below as line #3).

BASIC SERVICE LINE ITEMS

mm dd ccyy
“Service Date From: 03 01 2017
* Service Code: T1020

Patient Account No

© Add Service Line Item

Previously Entered Line Item Information

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

Line Service Dates Modifiers
Service Code

No From To 1 2 3

1 01/01/2017 01/31/2017 T1020 Ul

2 02/01/2017 02/28/2017 T1020 Ul

[z o03/01/2017 03/31/2017 T1020 | u1

Editing a service line

mm ad ccyy
* Service Date To. 03 31 2017
Modifiers: 1: U1 2 3 4
* Units 31

# Update Service Line ltem

Total Charges Submitting: $ 15671 70

Units

31 Delete
28 Delete
31 Delete

You may see the information previously entered has an error. To correct the data so that the

service line is correct:
e Select the line number you wish to edit.

e The service line data appears.

* Make the needed correction to the service line data.

e Select Update Service Line ltem.

BASIC SERVICE LINE ITEMS

ren ad coyy
“Service Date From: 03 01 2017
* Service Code:  T1020

Patient Account No

© Add Service Line item

Praviously Entered Line Item Information

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

Line Service Dates Modifiers
Service Code
No  From To 1 2 3
01/01/2017 01/31/2017 T1020 ul
02/01/2017 02/28/2017 T1020 Ul
03/01/2017 03/31/2017 T1020 Ul

Updated March 18, 2026
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* Service Date To: 03 3 2017
Modifiers. 1: U1 2 3 4
“Units: 11

Z Update Service Line item

Total Charges Submitting. $ 15671.70
Units

3 Delete
28 Delote

<} | Delote
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Deleting a service line

You may see a line previously entered that was created in error and needs to be deleted in
order to correct the data.

* Determine which line needs to be deleted in the Previously Entered Line-ltem
Information section.

* Click Delete at the end of the line you wish to remove. The line will disappear from the

TPL INFORMATION
© Add Service Line tem || # Update Service Line ltem

‘:'m\/iously Entered Line Item Information
Click a Line No. below to view/update that Line ltem Information. Total Charges Submitting: § 100.00
Line Service Dates Modifiers

S Service Code Units.

No From To 1 2 3 4

1 10M17/2025 10/17/2025 T1019 us 10

Submitting finalized claim

Once dll service line information is entered and checked for accuracy, click Submit Claim at
the top of the screen.

> Provider Portal 3 WCF Billing Screen

B save Ciaim | © Submit Claim |°Reset

WCF Billing Screen

After selecting Submit Claim, the Submitted WCF Claim Details screen appears.

Next you will see the Transaction Control Number (TCN), Provider ID, Client ID, Date of Service
and Total Claim Charge.

TCN: = o B
Provider ID: u
Client ID: = IWA

Date of Service: 03/01/2024-03/31/2024
Total Claim Charge: $5115.00

Note: If you do not receive a pop-up message displaying the TCN, Provider ID, etc., it is
probably because your pop-up blockers are turned on. You will have to turn off your
pop-up blockers and then try submitting the claim again.
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When you see the Submitted WCF Service Claim Details screen, you may want to record the
information. You can print a hard copy, print to a file on your computer, or record this
information in another manner.

To complete claim submission, click on the Submit button (located on the bottom right corner
of the page).
i Submitted WCF Claim Details: A

TCN: 572533800004 188000
NPI/Provider ID: 214888502
Client ID: 203605980WA
Date of Service: 05/01/2025-05/01/2025
Total Claim Charge: $500

Please click "Add Attachment” button, to attach the documents. © Ade Attachment
i Attachment List: -~
_ LineNo File Name Attach Type Tr ission Code  AnachmentControl 8  File Size Delete Uploaded On
U AY AY AY AY AY AY AY AY
No Records Found !
BrintDetats © ver § © suene

WARNING: You must click the 'Submit’ button to complete the Claim Submission

SAVE BASIC BILL

If you need to stop your work and return later to complete it, you can save the claim by:
* While in the WCEF Billing Screen make sure you have filled out at least these three fields:
o ProviderID
o ClientID

o WCEF Pre-Authorization Number
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» Click Save Claim (located near the top Sumc.aim O
left of the screen). B WCF Billing Screen
Note: asterisks (%) denote required fields
* Confirm that you would like to save the e
claim by pressing OK on the pop-up
meSSOge . PROVIDER INFORMATION

BILLING PROVIDER

SUBSCRIBER/CLIENT INFORMATION

SUBSCRIBER/CLIENT

CLAIM INFORMATION

1. WCF Pre-Authorization Number: — *
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Retrieving a saved claim
In order to retrieve a claim, you saved:

* Login to ProviderOne using one of the following profiles:
o EXT Provider Claims Submitter
o EXT Provider Eligibility Checker-Claims Submitter
o EXT Provider Super User

* In the provider portal, navigate to the WA Cares Fund section located at the very
bottom of the online services list on the left. Click WCF Retrieve Saved Claims.

e Click next to the claim you want to retrieve.

WA Cares Fund Lad

WCF Client ~

WCF Client Benefit Inquiry

WCF Pre-Authorization ~

Create New WCF Pre-Authorization
Retrieve Saved WCF Pre-Authorization list

View Submitted WCF Pre-Authorization list

WCF Claims -~

WCF Claim Inquiry

WCF Claim Adjustment/\Void

WCF Billing Screen

WCF Batch Upload

WCF Batch Upload Status

WCF Resubmit Denied/Void

WCF Retrieve Saved Claims —-f—
WCF Manage Templates

WCF Create Claims from Saved Templates

WCF Manage Batch Submission

Note: You can see that a TCN has been created for the claim, however, this TCN has
not been submitted for ProviderOne to process and will not be submitted until you
complete the claim submission.
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Once the claim you wish to finish has been selected, the Basic Billing screen appears.

The previously saved information will populate. From here, the process continues the same as
submitting any other claim. (Refer to pages 63-72 for instructions.)

Provider Portal ) Saved WCF Claims List ) WCF Billing Screen
m Bisave Claim | © Submil Ciaim || @ Resel
i WCF Billing Screen

Note- asterisks (*) denote required fields.
Basic claim Info

Billing Provider | Subscriber | Claim | Service

#  PROVIDER INFORMATION

BILLING PROVIDER

NPUProvider ID: | [214858502 -

H  SUBSCRIBER/CLIENT INFORMATION

SUBSCRIBER/CLIENT

Client ID: | 203605880WA

#  CLAIM INFORMATION

1. WCF Pre-Authorization Number: 100000000115WCF

#  BASIC LINE ITEM INFORMATION

BASIC SERVICE LINE ITEMS

m o coyy men o oy
Service Date From: . Service Date To:
Service Code: * Modifiers: 1: 2 3 &
Patient Account No: Units: *

[# ELECTRONIC VISIT VERIFICATION (EVV) ITEMS

[# TPL INFORMATION
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LOOKING UP A CLAIM

After submitting a claim, you can confirm the claim was successfully submitted by using the
WCF Claim Inquiry feature.

1. From the Provider Portal, click WCF Claim Inquiry.

2. Search by the TCN or the Client ID and Claim Dates or the Authorization # and Claim
Dates.

3. If the claim was submitted successfully, you will be able to see the claim. The claim
status will show as 'In Process' until the claim pays or denies at which point the status will
change to 'Finalized'.

CREATING WCF CLAIM TEMPLATES

This section explains how to create claim templates. Claim templates allow you to save data
(e.g., Provider ID, Client ID, and pre-authorization number) which helps eliminate errors by
reducing the amount of data entry for each claim.

Creating a template
Creating claim templates are a good option if you have repetitive billing (i.e., the claim is the
same or nearly the same each time you bill).

Using templates with previously saved information will help cut down on errors by reducing the
amount of data entry for each claim, and it is a great way to save time and make billing
eaqsier.

To create a WA Cares Fund Claim Template:
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1. Loginto ProviderOne using the appropriate profile. Navigate to the WA Cares Fund
section located at the very bottom of the online services list on the left.

WCF Claims

WCF Claim Inquiry

WCF Claim Adjustment/Void

WCF Billing Screen

WCF Batch Upload

WCF Batch Upload Status

WCF Resubmit Denied/Void

WCF Retrieve Saved Claims

WCF Manage Templates 4——
WCF Create Claims from Saved Templates

WCF Manage Batch Submission

2. Then select WCF Manage Templates.

Note: Creating or ' managing' a template is not the same as submitting a claim.

The Manage Templates screenis for creating, editing, or removing templates. No claims can
be submitted from the Manage Templates screen. For directions on how to submit claims
using a tfemplate, see Submitting a Template Batch.
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The Create a WCF Claim Template page will appear. Here you will see any previously
saved templates. When there are a large number of templates, you can use the Filter
By function to find a template.

% Provider Portal » WCF Claim Template List

i## | Create a WCF Claim Template

Type Of Claim: WCF v *

Claims Template List

ZEdit | O view @nDelete | @ SaveAs/Copy || = Create Batch || 4= Create Batch All | B Auto Batch

Filter By v And Filter By

Template Name Temp

O Av

Note: The default Type of Claim is WCF and should not be changed.
The Create a WCF Claim Template page can be used to do several things:
* Add a new template
e Edit asaved template
e View asaved template
* Delete a saved template
* Change template name (Save as/Copy)

* Create a template batch

» Provider Portal > WCF Claim Template List

[ TeLl © Add | 44—
Create a WCF Claim Template

Type Of Claim: WCF v | %

Claims Template List

ZEdit || Q view | @Delete | @ SaveAs/Copy e Create Baich | = Create Batch All | B Auto Batch
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3. To create a new template, click Add. The WA Cares Fund Provider Billing Screen will
appear.

4. Fill out all of the following:
Template Name. This is determined by you and is only used to identify the template.
Provider ID cs listed on the authorization.
Client ID cs listed on the authorization.
Avuthorization Number as listed on the authorization.

Basic Line-ltem Information as listed on the authorization, except for the 'Service Date
From' and 'Service Date To' data.

5. Once the required data elements have been entered, save the template by clicking
on Save Template in the upper left corner of the screen.

m A save Template | © Reset

##  WCF Provider Billing Screen

Note: asterisks (*) denote required fields.

Billing Provider | Subscriber | Claim | Service

Template Name: *
6. After choosing Save Template, you will be asked, “Do you want to save the Template?”

Select OK to save the template.

Select Cancel if you are not ready to save the template or need to make
changes.

You will be returned to the Create a WCF Claim Template page, where you will see the
template, you have created. You can see the template name, template type, the user who
made the last update and the last updated date.

7. To view or delete the template, check the box next to the template name and choose
the appropriate action (e.g., edit, view, delete).
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Copying a template

To save time, you can use a template you created to make similar templates for other clients.

To do this, you can make a copy of an existing template, change the client information,
rename the template, and save.

To copy a template:

1. Check the box next to the desired template name. Select Save As/Copy.

Claims Template List

AEdt Qview | @Dekete | @saveasicopy | ¢

Filter By W

. Template Name
U AY

| 'm =

J Fl "=

2. The original saved template will appear. Customize the template by changing any
of the details below as needed:

* Template Name
¢ Provider ID
e ClientID

¢ Preauthorization Number

Submitier )

* Tesmlate Nrne Ichange Template Namel

®  PROVIDER INFORMATION ~
BILLING PROVIDER

* Paovider I

W SUBSCRIBER/CLIENT INFORMATION a
SUBSCRIBER/CLIENT

“Cae i ” Change Client ID

@ CLAM INFORMATION ~
1. * Aeoecation umber. | sifesien |Change Authorization Numher[

# BASIC LINE ITEM INFORMATION ~

3. Tosave the template, click Save Template.
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4. After choosing Save Template, you will be asked, “Do you want to save the
Template?”

Select OK to confirm the save of the template.
Select Cancel if you are not ready to save the template or need to make changes.

You will now be returned to the WCF Claim Template page. The newly saved template will be
shown along with the original template.

Repeat the process as many times as needed.
Submitting claims from saved templates

As previously mentioned, claims cannot be submitted from the WCF Manage Templates
screen.

To submit claims using the templates you have saved:
1. Log into ProviderOne using the appropriate profile.

2. Select WCF Create Claims from Saved Templates.

WCF Claims ~

WCF Claim Inquiry

WCF Claim Adjustment/Void

WOCEF Billing Screen

WCF Batch Upload

WCF Batch Upload Status

WCF Resubmit Denied/Void

WCF Retrieve Saved Claims

WCF Manage Templates

WCF Create Claims from Saved Templates e
WCF Manage Batch Submission
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3. When the Create WCF Claim from Saved Templates List appears, you will see all of your
claim templates. Select a template by clicking on the blue hyperlinked template name.

4. After selecting a template, you will see the saved information from the chosen
template. This will include:

Provider ID
Client ID
WCEF Pre-Avuthorization Number

5. Next, fill out the rest of the claim information and then submit the claim.

WCF BATCH CLAIMS

A batch (template) is a group of claims which share the same date of service. A batch allows
the provider to create a group of templates, change the date of service on all the templates
at one time, and submit the batch all at once.

Creating a template batch
To create a template batch:

1. From the Provider Portal, navigate to the WA Cares Fund section located at the very
bottom of the online services list on the left. click WCF Manage Templates.

2. When the Create a WCF Claim Template page appears, you will see all the claim
templates you have created. The Template Type should be WCF.

o %

#  Create a WCF Claim Template -

Type Of Claim: \WCF Vi "

#  Claims Template List A

Zcat Qview QoDeicle @SaveAsCopy  dCreateBaich | deCreate Baich Al B Auto Baxch
Filter By v And Fiter By v Oco
Bysave Filker Y My Fitersw
Template Name Template Type Last Updated By Last Updated
av AY AY AY
) Test WCF CrepeCN 12/04/2025

View Page: 1 © ] @ saveToxLs Viewing Page: 1 « €Piev P N »

Updated March 18, 2026 82



WA CARES FUND WA,

FUND

3. Before creating a Batch Template, review the individual templates. Individual templates
must include Basic Service Line ltems.

4. To submit templates in a batch, select the box next to each template you want to
include in the batch and then click Create Batch. (To include all templates in the
batch, click Create Batch All.)

5. When a pop-up appears and asks, “Do you want to save the Template?” click OK.
6. When Batch Claim Attributes appears:

* The Claim Type defaults to WCF (do not change this).

* Enter Service From Date.

e Enter Service To Date.

i Batch WCF Claim Attributes A
Claim Type: WOCF v
Service From Date: e
Service To Date: [ B

O d Batch | O cancel
Noftes:

* The Date of Service will be changed on all the service lines on each
template. All claims within the template must be for services provided on the
date enfered.

* The Date of Service can only be a single day.
* A daterange can be used only if:
o Allunit types are daily or monthly
o Days are consecutive (worked in a row)
o All days are within the same calendar month or include entire months
o # of units on templates equals the days or months within the range

o All the templates have the same date range
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7. Click on Build Batch.

8. Assigned Batch Number appears along with the number of total claims included in the
batch.

9. Click Cancel.

Your claim has now been built, but it is not yet submitted.

Batch Claim Attributes A~

Claim Type: AT v

Service From Date : 12/01/2021 =

Service To Date : 12/22/2021 = l

© Build Batch | | € Cancel

10. Repeat the process to create additional batches or click Close to return to the Provider
Portal.

Notes:

12. After a batch is created, ProviderOne checks the batch to ensure the
templates have complete claim information:

o Passed Validation means all the templates have complete, valid
information and the batch can be submitted.

o Failed Validation means one or more items within the batch is not valid
and the batch cannot be submitted.

For more information, see revalidate a template batch.

11. When you are ready to submit a batch, see Submitting a Template Batch..
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Revalidating a template batch

After a template batch is created, ProviderOne checks the batch to ensure the biling data is

valid. This section is on how to check the validation of a batch and revalidate a template
batch that fails validation.

1. From the Provider Portal, navigate to the WA Cares Fund section located at the very
bottom of the online services list on the left. Click WCF Manage Batch Submission.

WCF Claims

WCF Claim Inquiry

WCF Claim Adjustment/Void

WCF Billing Screen

WCF Batch Upload

WOCF Batch Upload Status

WCF Resubmit Denied/Void

WCF Retrieve Saved Claims

WCF Manage Templates

WCF Create Claims from Saved Templates

WCF Manage Batch Submission ge— 0 _

2. The Batch Claim Submission Status List appears.

Pass Validation means all the templates have valid information and the batch can be
submitted.

Failed Validation means one or more items within the batch is not valid and the batch
cannot be submitted.

m E TS T ———— Y —
= WCF Batch Claim Submission Status List

Fiter By v Avt v Qe et et

EMCH M Troe Creates By Bash Croatom Do Mates Foom DOS To DOS V643t Bawd 2rvenm!
av av av av av

Cumn Count Semntied Clam Count
av av av av

WA Cares Fund F wt o e
VA Cares Fund
Suteniied tor Ot Losden
VA Cares Fund

WA Cares Fund Passed Vabdaton
WA Gares Fund

WA Cares Fund

Sctmed Y Ourm Losdng
Sutmied b Cmens (oadeg
Doomted i Carm Losdng

$tatus o Losdng

av

View Page: 3 O0s  #Pum Cown g Page )

12207917 Faded in Viakdaton

WA Cares Fund
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3. To view why a batch failed validation, click the batch number.

Batch Number Status
AY AV
1280791780383 Failed in Validation b
1280791351764 Submitted for Claims Loading
1280791351763 Passed Validation D —
1280791351751 Submitted for Claims Loading
—_— Submitted for Claims Loading
1280791351741 Submitted for Claims Loading
1280791351718 Submitted for Claims Loading

4. The View Template List from Batch appears.

Filter By : v And v ® Go
Template Name Status
AV AV
A H I-Invalid
B ) V-Valid
B K V-Valid
View Page: 1 ® Go || & Page Count SaveToXLS Viewing Page: 1

5. Click on the blue hyperlinked I-Invalid under the Status column.

6. Template Validation Errors will appear.

Status
AY
I-Invalid
V-Valid
V-Valid

7. Read and take note of the Error Description.

Error Description: Line 1 - Service Code and/or Modifier on the Claim do not match those on
the Social Service Authorization for the Claim DOS 4

8. Click Cancel.

9. Click the template you need to fix. The template will appear.
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10. To fix the errors:
e Click on the line number you need to fix.
e Basic Line Information populates.
e Enfer missing data/correct error.

e Click on Update Service Line ltem.

PROVIDER INFORMATION
BILLING PROVIDER

* Provider ID: 101

SUBSCRIBER/CLIENT INFORMATION
SUBSCRIBER/CLIENT

*Client ID: WA

CLAIM INFORMATION

1. * Authorization Number:

BASIC LINE ITEM INFORMATION

BASIC SERVICE LINE ITEMS

mm dd coyy mm dd coyy
*Service Date From: | 03 27 2018 * Service Date To: | 03 28 2018
I * Service Code: | T1020 I Modifiers: 1: | U4 2 3
Patient Account No: * Units: | 2 = Units: | 2

ELECTRONIC VISIT VERIFICATION (EVV) ITEMS

© Add Service Line ltem ! # Update Service Line item I

Previously Entered Line Item Information

Click a Line No. below to view/update that Line Item Information. Total Charges Submitting: § 525.00

Line Service Dates Modifiers

Service Code Units
g_From To 1 2 3 4
03/27/2018 03/31/2018 T1020 U4 5 Delete

11. Corrected service line will appear. Click Save Template.

WA CARES FUND ‘

A

CARES

FUND

3 Prowider Portal 3 WCF Claim Template List 3 WCF Provider Billing Screen

O Reset

B WCF Provider Bllling Screen

Note: astershs (*) denote requined fickds

-~

Billing Instructians

Template Name: *
i# PROVIDER INFORMATION

BILLING PROVIDER

NPIPravider ID: -

i#  SUBSCRIBER/CLIENT INFORMATION

SUBSCRIBERSCLIENT

Client 1D; =

i CLAIM INFORMATION

1. WCF Pre-Authorization Numbar: -

i BASIC LINE ITEM INFORMATION
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12. Pop-up appears asking Do you want to save the Template? Click OK.
13. Click Close.
14. Click Revalidate. The Batch Claim Submission Status List will appear.
Provicer Portal WCF Batch Claim Sudmisson Status List
m 9 view Clams | & Revaticate | © Detete
il WCF Batch Claim Submission Status List ~
Fiter By v Ang Fimer By v [oJe]
BASave e Y My Filterse
Batch Number Type Created 8By Batch Creation Date Status From DOS To DOS Yotal Bitled Amount Claim Count Submitted Claim Count
1250 WCF CrepeCN 120042025 Watng 08012025 05012025 $10.00 1 0
View Page: ! © 1 ] @ SaveToxLS Viewing Page: 1 « < > ' »

15. The status will show as Waiting. Refresh the page.

16. If the status changes to Passed Validation, the batch can now be submitted.

[+ YW O View Claims || & Revalidate | @ Delete

WCF Batch Claim Submission Status List -~

Filter By M And  Filter By v ®Go

BAsave Filter ¥ My Filtorsv

Batch Number Type Created By Batch Creation Date Status From DOS To DOS Total Billed Amount Claim Count Submitted Claim Count
S AY AY AY AV Av AV AY Av Av Av
1280808823978 WCF CrepeCN 12/04/2025 Passed Validation 05/01/2025 05/01/2025 $10.00 1 0
View Page: | 1 0c B Page Count | @ SaveToXLs Viewing Page: 1 «First  €Prev P Next 9 Last

17. After you have created and revalidated your Template Batch, you are now ready to
submit the Template Batch for processing.

Submitting a template batch

WCF Claims

To submit a Template Batch:
WCF Claim Inquiry

1. From the Provider Portal, navigate to the
WA Cares Fund section located at the very
bottom of the online services list on the left.
Click on WCF Manage Batch Submission.

WCF Claim Adjustment/Void

WCF Billing Screen

WCF Batch Upload

WCF Batch Upload Status

WCF Resubmit Denied/Void

WCF Retrieve Saved Claims

WCF Manage Templates

WCF Create Claims from Saved Templates

WCF Manage Batch Submission g
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2. Click the box next to the desired batch. (A batch must have Passed Validation before it
can be submitted.)

3. Click View Claims.
O Crose & Revatsate @ Delete

#  WCF Batch Claim Submission Status List -

Fiter By v And  Fiter By ~ @Go

BASave Fier ¥ My Filtors>

Batch Number Type Created By Batch Creation Date Status From DOS To DOS Total Billed Amount Claim Count Submitted Claim Count
AY AY AY AY AY AY AY AY AY AY
| 1280808823978 WCF  CrepeCN 12042025 Passed Vahidaton 050172025 050172026 $1000 1 0
View Page: ! [o]E | @ SaveToaxLs Viewing Page: 1 « CPrey P Next MW la

4. Claims Created from Batch List appears.

5. Each template is assigned a System-Generated Claim ID.

Filter By : v And v ®co B saveFilter ¥ My Filters v
O Link System Generated Claim ID Template Name Client ID Client Name Authorization Number From Date Of Service To Date Of Service
av Av av av av Av av Av
O 1280775980983-0001 K M WA K .M 037272018 03/312018
View Page: 1 ®©Go | < Page Count SaveToXLS Viewing Page: 1 &« First | € Prev > Next || 9 Last

Note: The System-Generated Claim ID is the batch number and saved claim number.
6. You can modify a template before you submit the Batch.

e Click the System-Generated Claim ID.

e The template will appear.

¢ Modify the template as needed.

e Save femplate.
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7. To modify the claim:

¢ Click on the Line Number
e Basic Line Information populates
e Enter modification

e Click Update Service Line ltem

#  PROVIDER INFORMATION

BILLING PROVIDER
HPUProvider ID: 214883507 =

# SUBSCRIBER/CLIENT INFORMATION
SUBSCRIBER/CLIENT

Client 1D; | 2039059802 =

#  CLAIMINFORMATION

1. WCF Number: | 10000000011 SWCF =]

#  BASIC LINE ITEM INFORMATION

BASIC SERVICE LINE TTEMS

L & ceyy mm o oy
Service Date From: | g5 o 2095 |+ Service Date Toi | 05 " 025 |*
Servic Coder | 11010 - Modifiers: 1: | 5 2 S 4
Patient Account No: Units: | 4 .

[ ELECTROMIC VISIT VERIFICATION (EVV) ITEMS
[ TPL INFORMATION
© Add Service Line item | ' Upaatie Service Line fiem

Previously Entered Line Hem Information

Click a Line No. below to viewlupdale that Line ltem Information, Total Charges Submitting: § 500

Ling SeFvice Dates Modifiers
‘Service Code. Units.
No From To 1 2 3 a

1 05012025 050172025 T1o19 ug 1 Delele

8. The modified service line item will appear. Click Save Claim.

#  PROVIDER INFORMATION

BILLING PROVIDER

NPUProvider I0: | 14863507 =

fi SUBSCRIBER/CLIENT INFORMATION
SUBSCRIBER/CLIENT

Client 1D: | 2038059500A =
#  CLAIM INFORMATION

1. WCF Pre-Authorization Number: | 10000000011 SWCF =

i BASIC LINE ITEM INFORMATION

BASIC SERVICE LINE ITEMS o
™ El o mm & =
Service Date From: | (5 o1 08 |* Service Date To: 5 L3} a5 |+
Service Code: 11019 L Modifiers: 1: | U S * L
Patient Aczount No: Units: [ .

[H ELECTRONIC VISIT VERIFICATION (EVV) ITEMS

[ TPLINFORMATION

O a0 senwe Line e | # Upaste servce L e
Previcusly Entered Line Hem Infcemation

ick a Line Mo. below 1o viewlupdate that Line iiem informasian. Total Charges Submiting: $ 1000

Ling Service Dates Hodifiers

Sorvics Cada units
No From To 1 2 3 4
105012025 05012025 T us 2 Delete
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9. WCF Claims Created from Batch List appears.

R o | [Demrraa [0

#  WCF Claims created from Batch List

-

Fiter By v And | Filler By ©ca
Bysave Fiser My Fiters
_ umk System Generated Claim ID Tempiate Name ChientID Client Name WCF Pre-Authorization Number From Date Of Service. To Date O Servics
O av av ar av ar
» 1280808823578-0001 Test 203605900WA TOURLE, CARLYNNE 100000000 THSWEE 0510112025 050172025
View Page: 1 ] B Page snerns Viewing Page: 1 « < > n » Las

10. You can delete a claim prior to submission of the batch. Select the box next to the
desired batch. Click Delete.

e

#  WCF Claims created from Batch List

-

Fires By v And | Fier By -
BySave Filer ¥ My Fiers>
Lk System Generated Clsim 1D Tempiate Name. Clintio Client Name WCF Pra-Authorization Numbar From Date Of Service To Date Of Service
U av av ar ar ar
» 1280808823978-0001 Test 203505580WA TOURLE, CARLYNNE 100000000 11SWCF 05012025 05/01/2025
View Page: 1 @ | WP sneTnLs Viewing Page: 1 « < > Ned |3 L

11. You can submit all or some of the listed claims.

e To submit only some of the claims, click on the box next to each claim you want to
submit and then click Submit Selected.

e To submit all of the listed claims, you do not need to click on each claim and
instead can just click Submit Entire Batch.
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12. After submitting the batch, the System-Generated Claim ID is replaced with the
Transaction Control Number (TCN). Click Close.

[ | ——

#  WCF Claims created from Batch List ~

Fires By v And | Fier By - @
Blsave Fiter T My Fiors~

Link System Ganerated Clin 1D Tempiste Name cunio Ciont Hame WCF Pre-Authorzstion Number From Date Of Service To Date Of Sarvice
O ar av ar ar av ar av

, = 20s0susomA TOURLE, CARLYNNE 100000000 HHEWCE 0502025 oso12028

View Page: 1 L] B Page. @ sneras Viewing Page: 1 «Fhst € > h » Lasi

13. Batch Claim Submission Status List will appear and show the upload Status and
Submitted Claim Count. Click Close.

m‘}vwmaws @ Revakiate | © Delete

i WCF Batch Claim Submission Status List -

Fiter By ~ And  Filter By ~ (ol
Bysave Fiver ¥ My Fiters~

Bateh Number Type Greated By Batch Creation Date Status FromDOS o DOS Total Billed Amount Glaim Caunt Submitted Claim Count
o av av av av av av av av av av
) 1260806523675 weE GrepeCN 120412025 Futmite for Claims Leadg 05012025 05012025 $10.00 1 1

View Page: 1 @ [ ] @ saveToiLs Viewing Page: 1 ®rst &P ¥ Ned % Last
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.DAT BATCH UPLOAD SETUP

WA Cares Fund caret delimiter (.dat) batch upload billing is an optional billing method that
allows WA Cares Fund (non- medical) providers! to extract billing data elements from their
current timekeeping or billing software and upload the claim(s) data into the ProviderOne
system. Although .dat batch upload requires additional preparation, your organization could
save time and effort with this option.

The .dat batch upload biling method is suitable for large providers and providers who are
required to bill by date of service such as:

* Home care agencies

* Consumer-directed employer(s)

e Adult day care/adult day health centers
* Large residential facilities

* Home-delivered meals programs

* Personal emergency response systems

Please share the technical information found in this section with your timekeeping, biling, and
EVV staff or vendor.

Note: For assistance with .dat batch claims, contact HCA's HIPAA Help Desk.

Business rules
* A provider can only upload one .dat file to ProviderOne at a time.

e Datais not required for optional fields for file upload.
e The provider must enter data for required fields for file upload.
o Additional data may be required for claims payment (i.e., modifier).

* Only ".dat’ extension file types are accepted by the system. If provider attempts to
upload a file whose extension is not *.dat’, the system will display an error message.

* The file will be transmitted over secure HTTP using encrypftion.

1 WA Cares Fund Medical Providers do not use the .dat batch upload. Medical providers use the HIPAA
batch upload process. If you are a WA Cares Medical Provider interested in HIPAA batch upload,
contact HCA's HIPAA Help Desk at hipaa-help@hca.wa.gov.
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* When a batch is successfully uploaded, the system will generate the file name while
displaying the confirmation message. Example system-generated file name after
successful ProviderOne upload:

“SOC.xxxxxxx.20130131xxxxxx.SAMPLE_BATCH.dat” (*contains ‘x’ for numbers to mask
provider and client information)

e  When an uploaded .dat batch file contains no validation errors, the batch file status will
be accepted and claims will be loaded into the system for processing.

*  When a batch file has encountered errors during file validation, the status of the file will
be rejected and claims will not be loaded into the system for processing.

e All claim lines of the batch file must not exceed one day of service, with the exception
of monthly unit types such as personal emergency response systems.

* The system will only accept one claim line per each day of service, service code, and
authorization number combination. The system will deny duplicate claim lines.

* The batch file layout and format must comply with the specifications outlined in the WA
Cares Fund .dat Batch Upload Format Specification Table.

Note: Daily rates cannot span bill using batch upload method. Span billing is only used
in direct data enfry and templates methods with daily or monthly unit types.

* Unit types must be consistent with what is listed on the client's authorization. Most billing
hours are reported in 15-minute increments (15 min = 1 unit).

* Each field in each .dat claim line must be separated/ delimited by the A (caret
symbol). This applies to all fields, regardless if they are required or not for the file to load.
Do not add spaces between carets. Each claim line must have 32 carets (A) and
include a filde (~) at the end of the line.

e These .dat claim line fields require data for successful file upload?:
o ProviderID
o ClientID
o Authorization number
o Service date from
o Service date to

o Service code

2 Additional data may be required for claims to pay (i.e., modifier if a modifier is authorized with the
service code).
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o Units

o Claim frequency type

* In addition to the above claim elements, these .dat claim line fields are optional for In-
home Personal Care and In-Home Respite Care using EVV:

o Service Start Time
o Service End Time
o Service Start Time Geo-Data
o Service End Time Geo-Data

Example .dat claim line with all fields filled in:

Provider IDAClient IDAAuthorization NumberAService Date FromAService Date ToAService
codeAMod 1AMod 2AMod 3AMod 4AUnitsAPatient Account NumberASSSOP (ID)AStart
Time/AEnd TimeAService Start Time Geo-Data -

LatitudeAService Start Time Geo-Data-LongitudeAService End Time Geo-Data -
LatitudeAService End Time Geo-Data-Longitude/ACI- Pr Prox STACI-Pr Prox ETACI Ver End
Time/AClm Freq Type/AParent TCNAPolicy NumberAPayer/Organization
NameAAmountAAdjustment Reason CodeAPolicy NumberAPayer/Organization
NameAAmountAAdjustment Reason CodeAManual Claims Indicator~

In order for your .dat file to be accepted by ProviderOne, you must enter data for any
'‘Required' field. 'Optional' fields are not required for batch upload but may be required for
claim payment (see page 78-79 for more information).
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WA Cares Fund .dat Batch Upload Format Specification Table
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Column Name Required | Data Maximum | String Format | Development Notes
Field Type size
(Y/N)
NPI/Provider ID Y string- 10 digits numeric 10-digit NPI (or) 9-digit
10 Provider ID
Client ID Y string—- | 20 alphanumeric | Client ID
20 characters
WCF Pre- Y string — | 15 digits alphanumeric | WCF Pre-
Authorization 15 Authorization Number
Number
Service Date Y string — | 8 digifs Date Service Date From
From 8 (mmddccyy)
Service Date To Y string — | 8 digits Date Service Date To
8 (mmddccyy)
Service Code Y string — | 5 digifs alphanumeric | Service Code
5
Modifier 1 N string — | 2 digifs alphanumeric | Modifier 1
2
Modifier 2 N string — | 2 digits alphanumeric | Modifier 2
2
Modifier 3 N string — | 2 digifs alphanumeric | Modifier 3
2
Modifier 4 N string — | 2 digits alphanumeric | Modifier 4
2
Units Y string — | 16 digifs numeric Units
16
Patient Account | N string — | 13 digits alphanumeric | Patient Account
Number 13 Number
Servicing Only N string-9 | 9 digits numeric Servicing Only

ProviderOne ID

ProviderOne ID

Should be Servicing
Only Servicing Type
Provider in Provider
System otherwise
error
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Column Name Required | Data Maximum | String Format | Development Notes
Field Type size
(Y/N)
Service Start Time | N string-6 | 6 digits numeric Service Start Time
Service End Time | N string-6 | 6 digifs numeric Service End Time
Service Start Time | N string-9 | 6 or7 numeric Service Start Time
Geo-Data - digits with Geo-Data - Latitude
Latitude Sign and a This will contain Sign.
decimal EX: “-12.99999"
The system accepfs
either 4 or 5 digits
after decimal
Service Start Time | N string- 7or8 numeric Service Start End
Geo-Data- 10 digits with Geo-Data -
Longitude Sign and a Longitude
decimall This will contain Sign.
EX: “-123.99999"
The system accepts
either 4 or 5 digits
after decimal
Service End Time | N string-9 | 6 or7 numeric Service End Time
Geo-Data - digits with Geo-Data - Latitude
Latitude Signand a This will contain Sign.
decimal EX: “-12.99999"
The system accepts
either 4 or 5 digits
after decimal
Service End Time | N string- 7or8 numeric Service Start End
Geo-Data- 10 digits with Geo-Data -
Longitude Signand a Longitude
decimall This will contain Sign.
EX: “-123.99999"
The system accepfs
either 4 or 5 digits
after decimal
Client-Provider N string—- | 1 alphanumeric | Client-Provider
Proximity for Start 1 Character Proximity for Start
Time Time
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Column Name Required | Data Maximum | String Format | Development Notes
Field Type size
(Y/N)
Client-Provider N string— | 1 alphanumeric | Client-Provider
Proximity for End 1 Character Proximity for End Time
Time
Client N string— | 1 alphanumeric | Client Verification for
Verification for 1 Character End Time
End Time
Claim Frequency | Y string - | 1 digit numeric Values can be:
Type 1 1 = Original Claim
7 = Adjustment
8 = Void
Parent TCN N string — | 18 digits numeric 18-digit TCN#
18
Two Occurrences
Policy Number N string — | 15 digits alphanumeric | Policy Number
15 This is 13 Characters in
ProviderOne.
Payer / N string — | 50 digits alphanumeric | Payer / Organization
Organization 50 Name.
Name All CAPITAL LETTERS
Amount N string — | 13 digits Floating TPL Amount by the
17 with Sign Number Payer/Org
and two Example:
decimals 1234567891234.00
-1234567891234.00
100.00
Adjustment N string — | 3 digits alphanumeric | Adjustment Reason
Reason Code 3 Code.
One Occurrence at the end of the record
Manual Claims N string— | 6 alphanumeric | Values can be:
Indicator 6 Character SPSTOT
SPETO1
SPEVOI
EVSFO1
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Column Name Required | Data Maximum | String Format | Development Notes
Field Type size
(Y/N)
BPEVO1

Should be one of the
above values
available for the
Manual Claims
Indicator Lookup
Code in ProviderOne
otherwise error.
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WA CARES FUND .dat BATCH UPLOAD FILE CREATION

Sample WA Cares Fund Batch Upload Excel File Before .dat Conversion

Below is an example of what your Excel file should look like before converting to a .dat file:

A B € D E F G H 1 ] K L M N 0 P Q

. . y |Service Start  |Service Start
. . |Authorization | Service Date ) Patient Account .
ProvideriD  |ClientID Service Date To| Service code Mod 1 Mod 2 Mod 3 Mod 4 Units SSSOP (ID) Start Time EndTime  |Time Geo-Data-|Time Geo-Data-
Number From Number
Latitude Longitude

123123101 244444884WA 999888555 10012024 10012024 55161
123123101 444444304WA 999888555 10012024 10012024 55161 UL
123123101 555555555 WA 777555444 10012024 10012024 55161
123123101 666666666WA 666333222 10012024 10012024 55161

e

R 3 T u \ W X Y 4 AA AB AC AD AE AF AG

serviceEnd  [service End . Payer/ Adjustment Payer/ Adjustment
) Policy Number Policy Number g Manual Claims
Time Geo-Data - Time Geo-Data-| Cl-PrProxST | Cl-PrProx ET |Cl VerEnd Time| Clm Freq Type Parent TCN i Organization | Amount (1) | Reason Code Organization | Amount(2) | ReasonCode

Latitude Longitude Name (1) 1) 2) Name (2) @ Indicator

1
T =
7 55222222222682000 ~
i ~

Note: Download a printable version of the Sample WA Cares Fund Batch Upload Excel File
Before .dat Conversion.

.dat Format Examples

When creating or extracting the .dat file from your system, take extra care not to add extra
spaces, characters, extra carriage returns, or column headers. You must remove any extra
spaces, characters, returns, and column headers before uploading the .dat file to
ProviderOne. Compare your .dat file side by side to the examples below. (Samples contain X'
for numbers to mask provider and client information). As shown below, each line contains a
total of 32 carets and a tilde at the end.

Sample original claim with optional patient account number and without EVV data

XXX AXKXKXXXXX W AAXKXXXXXXXXAO TOT12014A010120T4ANATT0TIAUBNANAAABAXXKXXANANNNANNN

ANTANNNNNNNAN~ XXX AKX A AXOXKXXXKX
A01042014N01042014ATT012AUBNANANANTOAXXXXANANANNNNNNNTANANNNNNNN~

XXX AXXXXXKKXK VW AAXXXXXXKXXXK
AQ1102014A01102014ATT10T19AUBAAAATSAXKKXXAAAAAAAAAAATAAAAAAAAAN~
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Sample original claim without optional patient account number and without EVV data

XXXXKHXXXXAXKXXIXKKXXX W AAXKXXXXXXXXAQTOT12014A010120T4ATTI0OT19AUSBANNABANANNANNNANNNT]
ANNNNNNNN N~ XXXKXXXXX AKX AAXKXXXXXXKX
AD1042014A01042014AT1019AUSAAAATQAAAAAAAANAAAN] AANAAAANNNNA~

XXX AXXIHXKXIXHXX VY AAXXXXXXXXKX
AD1102014A01102014AT1019AUSAAAANTSAAAAAAAANAANTANAAAAANNN~

Sample adjusted claim with optional patient account number and without EVV data

XXOXXKXXXAXXXXXXKXXX W AAXKXXXXXXXXAOTOT20T14A010T120T4ATTO 1 9AUBANANABAXXXXANANNNNNAN
7A551701000117 107 000ANAANNNNNANNA~ XXKXXXXXK AKX A AXXKKXXKXXK
A01042014NA01042014ATTOTQAUBAANANTOAXKKXANANANANNNNTAE51701000117 107000AANANANN
AN A~ XXX AKX WY A AXKXXXXKXXK

AO01102014A011020T4ATTI0T12AUBAANANT SAXXXKXNAANANNANNANTASS5T7010001 17 T07000AAANNAN
AAA~

Sample adjusted claim without optional patient account number and without EVV data

XXX A XXX W AAXOOKXXXXXADTOT120T14A010120 T4ATTIOT9AUSANANNBANNNNNNNNNNNN
A7NA551701000117107000AAANNNNNNN~

XXXXKXXXX A XXX W AAXKXXXXXXXXADT042014A01042014ATTI0T19AUSANANTOANANNANNNANNAN
AANZAS51701000117107000AAAAAANNNN~

XOOOXXXXX A XXX W AAXOOOKXXXXXAD T TO02014A01 1020 T4ATT019AUBANANNTEANNANNNNNNNN
ANNZAS51701000117107000AAAANNNNNN~

Sample adjusted claim with optional patient account number and with EVV data
XXKXXXXAXXXXXKXXX VW AAXXXXXXXXXXAOQTO12020A01012020ATT1019AUSANAABAXXXXNADFFF99999 A

083412A114413N-12.99999A-123.99999N-12.9999A-123.99999AA7A551701000 11710
7000AAAAAAAANANA~

XOXXKXKXKAXKXKXKXKX W AAXXXXXXXXXXAO T042020A01042020AT10T19AUBAANANATOAXXXXNGF9999999

NO83412A114413N-12.99999A-123.999991N-12.99991N-123.99999AA7A551701000
117107000AAAAAAANAN~

XXX AXKXKXXXXX W AAXXXXXXXXAO T 102020A01 102020ATT10TAUBANANANTEAXXXXNAIFIFF999N

083412A114413A-12.99999N-123.99999N-12.9999A-123.99999AAN7A5517010001 17
107000AAAAAAAAANA~

.dat file naming convention
Before converting your files to the .dat format, it is beneficial to create a naming convention
to suit your business needs. Use a unique name for each file. For example:

* Name the batch to identify the submitter.
* Name the batch to identify the location.

* Name the batch to identify the type of service provided.
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Naming convention rules
¢ You mustinclude .dat at the end of the file name.

e File names are alphanumeric and can only allow the following special characters: . - _

File names cannot contain spaces.

* File names cannot contain any of the following characters:
\/:*2<>

* File names cannot exceed 50 characters including the four characters: *.dat’
Example file name: 123456701_20250515_PersonalCareServices_.dat

\ J L J L J
Y Y T

Billing provider ID Date submitted Type of service billed

When a batch is successfully uploaded, the system will generate the file name while displaying
the confirmation message. The standard file name for the generated message is:

Filter By : v And

This page by default displays the Status for Batches that are submitted during Iast 45 days
Please use the Filter Criteria to extend your search.

File Name

AY

SOC.11 401.2 09.EDI13644 dat 4

View Page: 1 @ Go 4 PageCount | ] SaveToXLS Viewing Page: 1

“<SOC>.<Provider ID (7 digit)>.<Date & Time Stamp>.<Provider naming convention
including ‘.dat’ extension>".

Example:
“SOC . XXXXXXX.2013013TXXXXXX.SAMPLE_BATCH.dat”

(Example contains ‘x' for numbers to mask provider identification)
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Converting your Excel (.xls) file to a .dat file
If your billing or timekeeping vendor only allows xIs extraction and not .dat file extraction, this
section will show you two methods for converting an Excel document into the .dat format.

If you do not want to use either of these methods, you can find or purchase utility programs
online for Excel that will easily convert files into the .dat format. For the best results, fry using a
Google search and type “Excel utilities” or “.xIs convert to .dat.”

Method One: Create a .dat file from Excel to CSV
This method is recommended for large .dat files with over 1000 records.

Step1: Change your computer's Regional settings
e In Microsoft Windows, click inside the search icon and type ‘Control Panel.’
e Click the ‘Region’ icon.
e Click ‘Additional Settings.’
e Find the 'list separator’ drop down and type A

o Click ‘apply’ and 'OK' twice.

¥ Region X

¥ Customize Format X
Formats  Administrative
Mumbers currsney ime  Uate
Format: English (United States)
Example

Match Windows display language (recommended) ~
Positive:  122.456789.00 Megative: -123456,789.00

Language preferences

Date and time formats

Deacimal symbol: v

Short date: M/d/fyyyy v
Mo. of digits after decimal: 2 v
Long date: dddd, MMMM d, yyyy ~
Short time: h:mm tt v
Digit grouping: 123456720 v
Long time: h:mm:ss tt v
First day of week:  Sunday v )
Megaztive number format: =ikl v
Display leading zeros I/ v
Examples
115t s2paratar: "~ -
Short date: 5/23/2024
Long date: Thursday, May 23, 2024 Measurement system: us v
Short time: 7:56 PM Standard digits: 0123456789 v
pongline Tl Use native digits: MNaver 4
Additional settings.. Click Resz=t to r:stor_e the_sys'.am default settings for Neset
numbers, currency, time, and date.
Cancel Apply Ok Carcel Appy
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Step 2: Format date columns in Excel

* Format your 'Service Date From' and 'Service Date To' cells to mmddyyyy by highlighting
these columns then,

* Right click and select ‘Format Cells’
e Select '‘Custom’ and place your cursor in the ‘Type’ field and type mmddyyyy.
e Click'CK'

File Home Insert Draw Pagelayout Formulas Data Review View Automate Help

If ( = eneral v onditional Formatting v
[j Aptos Narrow g ! Cand LE
— [~ |FI LU = v $v% 9 BZ Format as Table v
24 = &= % 2% I Cell styles v
Clipboard [ Font [ N Number [ Styles
D1 v i ./ fx~ Senice Date From : — —
aptosNev[[11 | AT AT v % 9
A B & D E N — |
1 |Provider ID ClientID Authorization NumbeliServicg Date From Service Dg | 5¢2/<h the menus ‘ Mod 3
33
? Cut
Format Cells ? X 23( &
. . X @ copy
MNumber Alignment Font Border Fill Protection
L Paste Options:
Category:
General a Sample o
MNumber
Currency
Accounting Type:
Date d4d Insert
Time mmdadyy
Percentage General Delete
Fraction 0
Seientific 0.00 Clear Contents
Text #EHD -
special ###0.00 Format Ce"%
cuon [ ;
=220 J[Red]( #20) Column Width...
# ##0.00);(# ##0.00) i Hid
##40,00_);[Red](#,#%0.00) . Hide
G %20 (G #20)
54, %0 Y[Red]($# #40)
$#,##0,00_);($%,#%0.00)
v

Delete

Type the numkzer format code, using one of the existing codes as a starting point,
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Step 3: Format additional fields

©):

Ak AF AG
* If you do NOT add data in the Manual Adllstment
Claims Indicator column, in that celladd @ | amount (2) | Reason Code |V27ua! Claims
tilde ~ 2) Indicator
e If you do add data in the Manual Claims =z
Indicator column, you will need to add a %
tilde ~ in the cell after the Manual Claims =
Indicator column ~
Step 4: Delete the header row of your AE AF AG AH
worksheet .
Adjustment K et
Step 5: Delete additional worksheets Amount (2) | Reason Code a::;?catca):ms
Step 6: Save your file 2
e Click 'File' and then 'Save As' Lol
SPSTO1 |~
* Locate the folder where you want to SPSTO1 I,
save your file SPSTO1 o

* In the 'File Name', name your file. Remember to add .dat to the end of the file name.

* Inthe 'Save As Type' drop down, select 'CSV (Comma Delimited) (*.csv)'

e C(Click'Save'

* The .datin your file name may disappear. If it does, you will need to type it again.

* You have successfully created a .daf file!
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Method two: Create a .dat file from Excel to Word

Step 1: Correctly format the date columns in Excel

e Format your 'Service Date From' and Service Date To' date cells to mmddyyyy by
highlighting these columns and then,

* Right click and select ‘Format Cells’

File Home Insert Draw Pagelayout Formulas Data Review View Automate Help

= 2| = =[—]| a o] iti v
X — P =| % |General [l Conditional Formatting
— Mm@ - | B = =8 - $ v % 9 [BFomatasTablev
B|I U« K~ L2V [,
& — - == 9 @ B8 B2 cell styles ©
Clipboard 15 Font ] Alignment 5 Number [ Styles
D1 vii Jx~ senice Date From ——— =
aposNev[11 v AT AT § v % 9
BI=0-A-E-R8
A B 4 D E < 4 |
1 |ProviderID ClientID Authorization Numbet Service Date From Service Df <2< the menus Mod 3
2 [ooox XXXXXX XUXKXKX 3012025 33 X i
3 [ooox 00X XOOOKKXX. 4012025 43(
4 ™ copy
5 \
s {1 Paste Options:
z ]
cr §
g
10 Insert
1
12 Delete
13 Clear Contents
14
15 ] format (sn%
16 b
- Column Width.
18 Hide

¢ Select ‘Custom’ and place cursor in the ‘Type' field and type mmddyyyy
¢ Click'OK

Format Cells ? X
Number  Alignment Font. Border Fill Protection
Category:

General a Sample
Number

Currency

Accounting Type:
Date

Time mmdyy
Percentage General
Fraction

Scientific 0.00

Text #3220

Special #220,00
CETI | | w0y 0
#3350 ) [Red](% #%0)
###0.00_);(% #50.00)
# ##%0.00_);[Red](# #%0.00)
S 550 )5 #50)
§# ##0_):[Red](5# ##0)
$# ##0.00):($# ##0.00)

v

Delete

Type the number format code, using one of the existing codes as a starting point.
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Step 2: Format additional Excel fields

e If you do NOT add data in the Manual Claims Indicator column:
o Inthat celladd atilde ~
e If you do add data in the Manual Claims Indicator column:

o You will need to add a tilde ~ manually during Step 6.
At AF AL

Adjustment
Amount (2) | Reason Code

(2)

Manual Claims
Indicator

Step 3: Delete the header row in your Excel spreadsheet
Step 4: Delete additional worksheets
Step 5: Copy the entire worksheet by clicking Ctrl A and then Ctrl C.
Step 6: Paste into Word:
* Open anew blank Word document

* Paste the copied file into Word by clicking Ctrl V. Do not worry if the contents here do
not fit onto the document margins.

* Select the table by clicking the box at the left hand top corner.

e Click on the 'Table Layout' Tab.

@ Autosave . Off:? D+« 0) v Document! - Word @) No Label £ Search

Filer Home |Insert Draw Design Layout References Mailings Review View Help Acrobat Table Design

Table Layout

I Select v E/ﬁ’ E@ E;-'{( % % g@ QE % @ % ﬁ 1T Height: 0.2°

B View Gridlines Draw Eraser Delete Insert Row Insert Row  Insert Insert Merge Split  Split Autofit — Width: lo67"
E Properties Table v Above Below Column Left Column Right Cells Cells Table v o = K=
Table Draw Rows & Columns N Merge Cell Size
o ] 1 -0 2 3-8 B d
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e Onthe Table Layout tab, select the box ‘Convert to Text’

Table Design  Table Layout |72 Comments | | &2 Editing ~|
] —— [
@ I:[] Height: [0.2" v [ [1F pistribute Rows E E] E] —)A—) @ é l Refoaticader Rows
3 — E E] E] L'a Convert to Text

AutoFit -,_:_,"Width: \0.67" Z [ "r_'—} Distribute Columns .Text_ Cel! sont

¥ sl 7 [Z] [Z] [Z] Direction Margins Jfx Formula

Cell Size N Alignment Data
B o3 B0 Ea oo 0B 0 0 L e e e e e

* You will be prompted to select ‘Separate text with’

* Select '‘Other’ and insert the caret symbol A and click 'OK'

-~

[W

Convert Table To Text | _g__xg_

Separate text with I

(") Paragraph marks
(") Tabs

(") Separators

@ Other: "7‘

[/] Convert nested tables

o J[ conce |
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of data

If you added data in the Manual Claims Indicator column, add a tilde ~ at the end of that line

o

If there are any spaces between the A, those must be removed before copying the data.
o You canremove spaces by selecting the Replace button under the home tab.

Put a space in the "Find what" line and make sure there is no data or spaces in the
"Replace with" line. Then click on "Replace All"
View Help Acrobat

== 8l q LOFind
o m- Normal No Spacing Head”‘]g Heading2 |~
S I3 Select~
N Styles (Y] Editing
Find and Replace ? X
Find Replace Go To
Find what: 7\/
Options: Search Down
Replace with: e
More >> Replace Replace All Cancel
Highlight the entire document (Ctrl A) and copy (Ctrl C)
Step 7: Paste into Notepad

Open Notepad (located in All Programs/Accessories file)

Click Ctrl V to paste data into Notepad
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Step 8: Save your file

Within Notepad, click on 'File' and select ‘Save As’
Locate the folder you would like to save your file
In the ‘File Name’, name your file and add .dat at the end of the file name

In the ‘Save As’ section, click the drop down and select ‘Text Documents’ (*.txt) and
click 'Save'

File name: 1234567_01.dat

Save as type: [Text Documents (*.bxt)

Note: If the icon for notepad does not appear before the file name is saved to your
computer, right click, select ‘Open with’ and choose ‘default program.’ Select
‘Notepad’ and make sure the box is checked for ‘Always use the selected program to
open this kind of file" and click OK. If this last step is not completed, an unexplained
rejection will occur in the ProviderOne system.

Note: If the computer changes the saved file extension and adds .txt to the .dat
extension file name, go back to your saved document. Do not open the document.
Highlight the document, right click and remove .txt from the name, and type .dat. If
that does not solve the issue, consider using a different method of conversion. Try using
an Excel utility to convert your files to the .dat extension
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Uploading a .dat batch file

After the .dat file is created and saved to your I -
computer system, you are ready to upload the

file into ProviderOne for claims submission.

WCF Client -~

WCF Client Benefit Inquiry
Step 1: On the Provider Portal, navigate to the
WA Cares Fund section located at the very

bottom of the online services list on the left. Retrieve Saved WEE Pre Authoreation ist
Click WA Cares Fund Batch Upload. View Submitted WCF Pre-Authorization list

WCF Pre-Authorization ~

Create New WCF Pre-Authorization

WCF Claims Lad

WCF Claim Inquiry

WCF Claim Adjustment/Void

WCF Billing Screen

WCF Batch Upload Status

WCF Resubmit Denied/Void

WCF Retrieve Saved Claims

WCF Manage Templates

WCF Create Claims from Saved Templates

WCF Manage Batch Submission
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Step 2: Click Choose File

» Provider Portal » WCF Batch Upload

©Q Close [ Jols

i  Please select a ".dat' extension file to be uploaded (50 MB Maximum) :

- L *
File Nam&: ["choose File | Nofile chosen
|

Step 3: Select the saved .dat file located on your computer and select OK to upload.

» Provider Portal » WCF Batch Upload

iii  Please select a ".dat' extension file to be uploaded (50 MB Maximum) :

; . *
File Name: Choose File | No file chosen

Step 4: Once the initial system check verifies the .daft file extension and file size meet the
system requirements, a confirmation message will pop up. Click Close.

» Provider Portal > WOCF Batch Upload

#i Please select a '.dat' extension file to be uploaded (50 MB Maximum) :

. il -
File Name: ["choose File | Mo file chosen

Step 5: To upload additional files, select Upload and repeat Steps 2-4 of this section.

O Ciose - JENEES)
#  WCF Batch Upload Response

Please chick on the Upload button to upioad additonal files.

Upload File Response

Thank You

The followang fle has been successtully uploaded for Processing [N
File Name:WCF 2148685 20251205100902 WCF_1029347 10074131 ¢at
NPUProvider 10:2148585

Date/Time:12/05/2025 10 12.46

You can check the processng status after 24 hours using the "WCF Batch Upload Status™ lnk on the ProviderOne ponal Please print this page for your reference
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Acceptance message

The next step will validate format and content. An acceptance message on the WA Cares
Fund Batch Upload Status List page means the file passed format and content requirements.
This means all your claim lines have been submitted for claims processing.

Provider Portal 5 WCF Batch Upload Status List

#  WCF Batch Upload Status List N

s And | FiterBy v 0

BSovo Fiver ¥ My Fitorsw

This page by default displays the Status for Batches that are submitted dunng last 45 days.Please use the Filler Criteria to extend your search

File Name Record Count Status. Uploaded Date
av av aw
/2372025 1420.41
p1232025 14:12.20
p4232025 14.07:58
par232026 14.05:37
232025132519
pi232025 132256

P B g 8

2372025 132000
Viewing Page: 1 « < >Nt B

Rejection messages

The WA Cares Fund batch upload file will be rejected if the file does not meet the WA Cares
Fund batch upload requirements.

Sometimes the system will give one rejection reason for each submission. You may correct or
remove the rejected lines and resubmit and find a new rejection message will appear.

If one line on the batch rejects, no claim lines are submitted for adjudication and payment.
You must fix any issues before resubmitting. To see why the file rejected, click Rejected under
the Status column.

#  WCF Batch Upload Status List

% And | Fiery v 0%

Basave Fiver ¥ My Fivers~

This page by default displays the Status for Batches that are submited during Last 45 days Please use the Fier Crteria 1o extend your search

File Name Record Count Status. Uploaded Date
av av

p4/2372025 1420.41
p42372026 14:12.20
p4232025 14 0758
pe232026 14.05:37
222025132519
232025 132256

RIRTR TS TS

pr2372025 132001
View Page: 1 (] [ @ snetons Viewing Page: 1 « < > Nt »

Note: It is highly recommended providers remove the rejected lines and resubmit the
.dat file to receive an accepted message for lines that do not contain errors to receive
timely payment. Rejected lines require further research. Reasons may include:

e Authorization error

e Authorization in canceled status
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WA Cares Fund batch upload error instance list
After clicking Rejected, you will see the WA Cares Fund Batch Upload Error Instance List.

The list shows the line number in the batch (record reference number), the error code,
the error message and an example of the .dat batch line in the ‘Additional Message’

column.
Record reference A ¥ Error Error Message A ¥V Additional Message A ¥
Code A VY

Record Reference- 69 92141 Service Code and/or Modifier on the XXXXXXXXXAXXXXXXXXX W AAXXXXXXXXXX-
Claim do not match those on the WA 7010220147010220147T1019ANNANT A
Cares Fund Authorization for the Claims
DOS

Record Reference- 70 92141 Service Code and/or Modifier on the XXXXXXXXXAXXXXXXXXX W AAXXXXXXXXXX-
Claim do not match those on the WA A011020147011020147T1019ANAANT A
Cares Fund Authorization for the Claims
DOS

Record Reference- 71 92141 Service Code and/or Modifier on the XXXXXXXXXAXXXXXXXXX W AAXXXXXXXXXX-
Claim do not match those on the WA A011020147011020147T1019ANAANT A
Cares Fund Authorization for the Claims
DOS

Error code reference table
Below is the Error Code Reference Table, which all the system error types you may receive
when a batch upload file is rejected.

Error Code Error Message Possible Causes

90001 File content is empty There is no data in the caret delimiter (.dat) file.

90002 File not present in physical location The file being attached is not present.

90003 Record does not end with ~ symbol The line is missing the ~ symbol at the end of the record.

90004 Field does not end with A symbol There is no » symbol after the units and before the ~ symbol.

90005 Field count in the record is not equal to the actual There are too few numbers in one of the date fields (example; Provider
field count needed for that record Id, Client ID, Authorization #, etc.

91011 Provider ID not present in file This message can occur for different reasons:

+ The provider ID is missing from the line and/or file.
* Your provider record is in the process of being
updated and may not be payable for the next 24

hours.

91012 Provider ID must be numeric The provider number contains letter(s).
91013 Provider ID length exceeds max allowed characters The provider number is too long.
91021 Client ID not present in file The client ID is missing.
91022 Client ID must be alphanumeric The client ID number contains symbols or other characters.
91023 Client ID length exceeds max allowed characters The client ID is too long.
91031 Authorization Number not present in file The authorization number is missing.
91032 Authorization Number must be numeric The authorization number contains symbols or other characters.
91033 Authorization Number length exceeds max allowed The authorization number is too long.

characters
91041 Service From Date not present in file The service from date is missing.
91042 Service From Date is not a valid date The service from date is not a date.
91043 Service From Date is a future date The service from date is a future date
91051 Service To Date not present in file The service to date is missing.
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Possible Causes

The service to date is not a date.

91053 Service To Date is prior to Service From Date The service to date is before the service from date.

91054 Service To Date is a future date The service to date is a future date

91055 'Service Date From' and 'Service Date To' must be within The service from and service to date must occur in the same month.
the same calendar month, please update the dates of
service and submit a separate claim for each calendar
month

91061 Service Code is not present in file Service code is missing.

91062 Service Code must be alphanumeric The service code contains symbols or other characters.

91063 Service code length exceeds max allowed characters The service code is too long.

91071 Modifier Code 1 must be alphanumeric The modifier contains symbols or other characters.

91072 Modifier Code 1 length exceeds max allowed characters The modifier is too long.

91081 Modifier Code 2 must be alphanumeric The modifier contains symbols or other characters.

91082 Modifier Code 2 length exceeds max allowed characters The modifier is too long.

91091 Modifier Code 3 must be alphanumeric The modifier contains symbols or other characters.

91092 Modifier Code 3 length exceeds max allowed characters The modifier is too long.

91101 Modifier Code 4 must be alphanumeric The modifier contains symbols or other characters.

91102 Modifier Code 4 length exceeds max allowed characters The modifier is too long.

91111 Units not present in file The number of units are not in the file.

91112 Units must be numeric The units contain symbols or other characters.

91113 Units length exceeds max value The units are too long

91131 Patient Account Number must be alphanumeric The patient account number contains symbols or other characters.

91132 Patient Account Number length exceeds max allowed The patient account number is too long.
characters

92011 Provider ID does not exist in the system The provider ID is not correct.

92012 Submitter Provider ID does not match with the Provider ID | The provider ID is not assigned to your domain.
in the batch file

92021 Client ID does not exist in system The client ID number is not correct.

92031 Authorization Number does not exist in system The authorization number is not correct.

92032 Provider ID mismatch in Authorization The provider ID and authorization number are not authorized together.

92033 Client ID in batch does not match ProviderOne The client ID does not match the authorization number.
authorization

92061 Service Code does not exist in system The service code is not correct.

92062 Medical Proc/Svc Code cannot be billed on a WA Cares Medical service codes cannot be billed in the WA Cares Fund billing page.
Fund Claim

92063 A separate claim line is required for each date of service for| The unit type daily, hourly, each, and quarter hour must be billed by date of
the service/ service code entered service using the batch upload method.

Those unit types cannot be billed using span.

92064 The Proc/Svc Code Entered is designated for automated This service cannot be billed. Payment is sent after the authorizing worker
payment generated only. This code cannot be submitted or| end dates the authorization.
resubmitted for payment.

92071 Modifier Code 1 invalid The modifier is not correct.

92081 Modifier Code 2 invalid The modifier is not correct.

92091 Modifier Code 3 invalid The modifier is not correct.

92101 Modifier Code 4 invalid The modifier is not correct.

92140 Only one unit must be entered for a single day You are billing more than one unit on a daily unit type.
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Error Code Error Message Possible Causes
92141 Service Code and/or Modifier on the Claim do not match This message can occur for different reasons:
those on the WA Cares Fund Authorization for the Claims | 1. The authorization is in Error for the DOS
DOS (date of service) 2. The authorization has been canceled for the DOS

3. The DOS on the claim is outside the authorization DOS.

4. 1f none of the above notify ProviderOne Health Care Authority at
hipaa-help@hca.wa.gov. Type in the subject line: WA Cares Fund
Batch Upload <insert domain #>

In the body of the email include the name of the batch file you are

referencing: sample: SOC.xxxxxxx.20150131xxxxxx.SAMPLE_BATCH.dat.

and other pertinent information. Include your telephone number if you
request a return call.

Analyzing error codes
To analyze rejection error codes follow the steps below.

Step 1: Save the WA Cares Fund Batch Upload Error Instance List (found in ProviderOne) to an
Excel file. (Click the “Save to XLS" button.)

Step 2: View the ‘Error Message’ and ‘Additional Message’ column that displays the line that
was submitted.

Step 3: Compare your .dat file to the .datf Format Examples. Make corrections to the .dat file as
needed.

If no formatting errors are found, go to your authorization list in ProviderOne and conduct a
'Filter by' search for the month you are submitting your claims.

Note: You may need to add an additional filter for processing status % in order to see
authorization history.

Is the authorization in error for the date of service (DOS) you are billing?
If yes, confirm the beneficiary’s eligibility for the date of service.

Has the authorization been canceled for the DOS you are billing?

If yes, and it was canceled by the beneficiary, contact the beneficiary.
Are the dates on the claim outside of the authorized DOS?

If yes, confirm the dates on the claim are correct. If they are not correct, correct the DOS. If
they are correct, contact the beneficiary.

Updated March 18, 2026 116


mailto:hipaa-help@hca.wa.gov

WA CARES FUND

If you have checked all formatting errors and verified the authorization information and
cannot find the source of the error, contact: Health Care Authority at hipaa-

help@hca.wd.gov.

* Type in the subject line: WA Cares Fund Batch Upload<insert domain #>

* Inthe body of the email include the name of the batch file you are referencing:
sample: SOC . xxxxxxx.2015013 1xxxxxx.SAMPLE_BATCH.dat. and any other pertinent

information.

* Include your telephone number if you request a return call.

Common error code table

Many errors are common and some can be challenging to analyze. Below are several
examples identified by other WA Cares Fund .dat batch upload providers. To increase your
chances of a successful submission, pay special attention to NOT making the errors listed

below.

Problem Description

Error Code and
Description

Solution

Service dates reported are
not for the month
authorized.

92141 Service Code
and/or Modifier on the
Claim do not match
those on the WA Cares
Fund Authorization for
the Claim DOS (date of
service).

Ensure the service dates fall
within the month the service
was authorized.

The authorization is in error
or canceled for the dates of
service submitted.

92141 Service Code
and/or Modifier on the
Claim do not match
those on the WA Cares
Fund Authorization for
the Claim DOS (date of
service).

Contact the beneficiary to
resolve error or explain why
preauthorizations have been
canceled.

Service dates are for span
billing and not for the date the
service was provided. Daily
rates, quarter hours, and

each unit types cannot use
span billing.

Span billing is considered a
date range. Only monthly
service codes such as

92063 A separate
claim line is required
for each date of
service for the service/
service code entered.

Correct the dates and bill for
services by indicating the day
the services were provided.
Below is an example.

CORRECT:
From 12012013 To 12012013
From 12022013 To 12022013
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Problem Description

Error Code and

Solution

personal emergency response
systems can use span billing
for WA Cares Fund batch
upload.

Description

ERROR:
From 12012013 To 12312013

Service dates are not
formatted correctly.

91042 Service
From Date is

Correct the date format.
Below is an example.

not a valid

date. 91052 CORRECT:

Service To From 12012013 To 12012013

Date isnot a

valid date. ERROR:

From 12/01/2013 To
12/01/2013

The file does not contain 90005 Field Add the placeholder caret
caret placeholders for the count in the symbol for the service code
four service code modifiers record is not modifiers. Do not add spaces
even though there is no equal to the between the carets. Below is
modifier assigned to the actual field an example of the service code
service code in the count needed and the caret placeholders in
preauthorization list page. for that between the number of units.

record.
The caret delimiter (.dat) file | 90005 Field Remove the caret.
contains a caret after the last | count in the
EVV field when data is record is not
entered. equal to the

actual field

count needed

for that

record.
There are too many or too 90005 Field Count the total number of
few caret delimiters in your | countin the carets before the ~ and verify
data string. record is not there are 32.*

equal to the

actual field

count needed

for that
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Problem Description Error Code and Solution
Description
record.
File contains extra 90004 Field The client ID is missing.
characters, spaces or does not end

delimiters that do not follow | with A symbol.
the required format. Do not
use periods, commas, #
symbols, etc.

Units must be in whole 90005 Field Only use whole numbers to
numbers. count in the represent the number of units
and remove the .0000 that is
displayed in the crosswalk file.

record is not

equal to the '
actual field Below is an example:
count needed

CORRECT: ~13” ERROR:
for that

A13.00007
record.
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Finding the record reference in error
After your batch is rejected, it will be necessary to find the record reference in the .dat file to
either remove the record or correct the record.

There are two methods for finding the record.
Method One
1. Open the .dat file that contains the errors.
Download the ‘Rejected’ messages from ProviderOne.
Copy the 'Additional Message’ in the rejection list.
Place your curser at the top of the first record in the .dat file and click Cirl F.
Paste that record reference line in the ‘Find what' box.
Click ‘Find Next' and the line will be highlighted in the .dat file.
Remove the line or make corrections.

Save and rename the .dat file.

0 0o N OO0~ WD

Upload the corrected .dat file into ProviderOne.

= = 1
| 7 Untitled - Notepad o8] 8 |
-

| File Edit Format View Help

= w “m)AE n . /\01012014A01012014'\11019/\/\/\'\/\&\1I )~
) 14A0104 ~

WOl 14ATL 1
/\01102014'\01102014/\T1019M\NV\15’-..g0~

Find =

[ Fndwhat:  2014"01042014°T1019™"10"1020 [ Find Next |

[ Match case O @ Down

Method Two
1. Convert the .dat file to Excel (see page 94 for directions).
2. View the .dat file line number.

3. The .dat file line number in Excel will correspond to the record reference error found in
ProviderOne.

4. Remove the line or make corrections.
5. Save and rename the file to a .dat file.

6. Upload the corrected .dat file to ProviderOne.
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The images below show how to find the errors on a .dat file. The record reference, (1, below)
corresponds to the line number in Excel. The error message indicates a Provider ID mismatch.
For more information on .date errors, see Error Code Reference Table.

B WCF Batch Upload Error Instance List o
Fites By v 0w
BiSovo Fier ¥ My Foters~
Record reference | Error Code Error Message. Additional Message
ar av av
Record Reterence. 1] 92032 Prowder 1D mismaten in Autho " 12808°21.110111 2145714, QATEST 3 01
View Page: 1 0w N ¢ | @saeroxs Viewing Page: 1 « CPev D Nea 3 La
@ aoswe @) H 9 O v weraussssaeoeiuaEswe (3 v Sea
Fie  MHome Iasert Draw  Pagelayot  Formwlas  Data  Review  View  Actomate  Hel  Acrcbat
P Ko it i A K| = fowng e = ) B BR [ T et (]|
Mcopy ~ . e
Pute B I U-BrdvA|l== == 8 3 = 3 o Condtionsl Formatas - — e -
e o UvEH- &- 4 = = = E B MeogeliConter $-% 2 WA Fommatting~  Table » ChockColl i Y Inpat | Note [
Orpboad 1 Feot 1 Abgnment 1 Nuwder a5 Stytes
() POSSIBLE DATALOSS  Seone features might be lost f %y sarce this morkkook i the tort (2at) (ormat, To seesatve thece features, save il in a0 Excel file format, | Don't show again | | Sive As
ALS v 1 Je
A
I' 214868502 205514224 WA* 100000000 179WCF * 04222025 04222025 SA390* * ** . 1**201593810° 070500075000 * 11.12805* 21.1101* 11.2145* 14. 12487 V* N* Y* 1* * QK517A24205* ADMINISTRATORS * 100.99* ASA* QATEST 12450 * Beynealf* 50.81 * BB EVSF) I

3
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Converting .dat file to Excel
1. Right click on the selected saved caret delimiter (.dat) file

Ongancn = } Oypan = aemrn . [ bun Sete tiser - 5 0

¢ Fovwtm S Documents | brary
- Ceanig - \ . aane

& Dowricos

L Conphorn

b Pasert Maces D06

LA 2

2. Right click, or on the tabs above, select Open With: Excel

Ovgarie ) Open = B [ Bor Sere fisnten

£ Vovooten - e ‘l".ﬂ‘.’
© ep () Microush taces
7 Netepas

B Doweio.
Uf-wot-: Wordhug

% Petem | (hoose tef st progwm

i Lewies

If Excel is not listed...
e Right click, or on the tabs above, click Open With: Choose Default Program.
e Select the browse button.
e Inthe search program files type Excel.
e After Excel appears, double click the Excel program.
e Excel appears.
e Select Excel.

¢ Unclick the box: ‘Always Use the Selected Program to Open This Kind of File,’ if you do
not want to change the default for NotePad. Click OK.
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ADJUST, VOID AND RESUBMIT WA CARES FUND CLAIMS

This section explains how to adjust and void claims. A previously paid claim may need to be
adjusted (to change the dates, units, or other details) or voided (changing the claim so it is no
longer in paid status). This section also shows how to resubmit a claim that has been denied or
voided.

Note: Reasons you may want to adjust or void a claim include (but noft limited to):
realizing the original claim had incorrect data or finding out the client was not eligible
for services on the dates claimed.

Adjusting paid claims

To adjust a paid claim:

1. Log into ProviderOne using the appropriate profile. Navigate to the WA Cares Fund
section located at the very bottom of the online services list on the left.

2. Click WA Cares Fund Claim Adjustment/Void.

WCF Claims ~

WCF Claim Inquiry

WCF Claim Adjustment/Void

WCF Billing Screen

WCF Batch Upload

WCF Batch Upload Status

WCF Resubmit Denied/Vold

WCF Retrieve Saved Claims

WCF Manage Templates

WCF Create Claims from Saved Templates

WCF Manage Bateh Submission

3. The Provider WA Cares Fund Claim Adjust/Void Search page appears. The Provider ID
associated with the domain currently in use will automatically be listed in the Provider ID
dropdown.
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4. To find for the claim you need to adjust, you can search by:
a. TCN (claim #); or

b. Claim Service Period From Date plus Client ID or Pre-Authorization Number.

O crose K- TN
#  Provider WCF Claim Adjust/Void Search

Please enter a NPUProvider 1D and enter avallable information in the remaining flelds before clicking "Submit’.

+ Required: TCN OR Client ID AND Claim Service Period (To Date is optional) OR WCF Pre-Authorization Number AND Claim Service Period (To Date is optional).
+ You may AdjustVold claims processed within the past four years
« The Claim Service Period From and To Date range cannot exceed 3 months.

NPUProvider ID: 2145685 vi®
TCN:
Client ID:
WCF Pre-Authorization Number:
Claim Service Period From: =

Claim Service Period To: a

Note: When searching by Client ID Or Authorization Number, 'Claim Service
Period From'is required but 'Claim Service Period To' is optional.

Note: Search requests must be for claims submitted within the past 60 days.
5. The Provider WA Cares Fund Claims Adjust Void List appears.
Check the box next to the TCN.

6. Click Adjust.
Ocose @ o Clam

#  Provider WCF Claims Adjust Void List

NPUProvider I0: 2148585

TCN Date of Service Claim Status. Claim Charged Amount Claim Payment Amount Client Name Client ID ADMINISTRATION
v v ar v v v v v
) 572533600009171000 112672025 F1Finalzed/Payment-The claim/ine has been pad. $96.90 $3876 HARMONY DISOEL 20365899TWA WCF
572533600000187000 17252025 F1Finalzed/Payment.The claim/ine has been pasd. $14535 $14535 HARMONY DISDEL 20365899TWA WCF
572523000003005000 10172025 F1 FinakzedPayment The clamine has been pad. $10000 $10000 CORNEY GRINDLAY 208654419WA wer
() 572529000003006000 1011772025 F1FinalzedPayment.The ciaim/ine has been pad. $10000 $100.00 TOVAVERNAY 203654420WA WCF
ViewPage: 1 0% N @snerns Viewing Page: 1 « < >Nt »ia

Note: The populated list will show the TCN, Date of Service, Claim Status, Claim
Charged Amount, Claim Payment Amount, Client ID and the Administration providing
services for the client.
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7. The Adjust WCF Claim page appears.

8. This screen is similar to the Billing Screen, however, the page includes an Original TCN.

Mote witer

ADJUSTMENT INFORMATION

E I
Submitter i0: W

wwsr | ¥ Oniginal TCN: | =il Sl

= Oniginal

# FPROVIDER INFORMATION

BILLING PROVIDER
* Prcreicer 1D

#  SUBSCRIBER/CLIENT INFORMATION
SUBSCRIDERCLIENT
= Chent 10V

# CLAIM INFORMATION

CLAIM INFORMATION
1. " Aafhonzation Number

fii BASIC LINE ITEM INFORMATION

BASTC SERVICE LINE ITEMS

—_— Eo rwp

*Senuoe Dale From = Senvioe Dale To
* Sanvice Code Moddigrs; 1 E- ¥ 4
Patiedh Account No " Lings

Proviously Entgred Ling Ibem Infoemation

Click: a Line No. balow o viewfapdate that Lise [tem Information. Total Chaiges Submiling: § 1218.91
Line Service Dales Hoddien
Service Cods Unity
He From To 1 2 3 4
L] L= P 1 ORZ1 0% T1020 L 1 o

2 OWIA2016 TR0 T1020 u1 1 WVeud

9. If you just need to reprocess the claim and do not need to change any information on
the claim (example there has been a rate change), simply click the Submit button to
reprocess the claim.

Note: If you need to change data on the claim, consider reading these other sections
as applicable: Modifying Service Line data; Adding Service Lines; and Voiding Service
Lines.
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Modifying service line data
To modify service line data on a paid claim:

1. Click on a Service Line Number.

Previously Entered Line Item Information

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

Line Service Dates Modifiers
Service Code Units
No From To 1 2 3 4
1 09/21/2016  09/21/2016  T1020 U1 1 Void
| 2 09/23/2016  09/23/2016  T1020 U1 1 Voic‘

2. The corresponding service line information appears in the Basic Service Line ltems fields.
3. Make needed changes to the data fields.
4. Click Update Service line.

BASIC SERVICE LINE ITEMS

mm od ceyy mm dd ocyy
*Service Date From: 09 2 2016 * Service Date To: 09 22 2016

* Service Code: | 71020 Modifiers: 1: ' U1 & 3 4
Patient Account No: *Units: 1

© Add Service Line Item I /' Update Service Line Item I

5. Go to Adjust Claims to finish the adjustment process.

Note: When adjusting paid claims, changes cannot be made to the Provider ID, Client
ID, or Authorization number. If you need to make those types of changes, void the
original claim and submit a new claim.

Adding dates of service
To add a date of service to a paid claim:

1. Enter Basic Service Line information.

2. Click Add Service Line and enter applicable data.

H  BASIC LINE ITEM INFORMATION

BASIC SERVICE LINE ITEMS

—— ad ooy o da ooy

“Service Date From: = Sarvice Dabe To
= Service Code Modifiers: 1 2 k> 4
Patind Aocount o * Uinits:

I
3. Go to Adjust Claims to finish the adjustment process.
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Voiding service lines
To void service line data within a paid claim:

1. Determine which line(s) needs to be voided.

2. Click Void at the end of the line you wish to remove.

Previously Entered Line Item Information

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

Line Service Dates Modifiers

Service Code Units

No From To 1 2 3 4

1 01/23/2019 01/23/2019 T1019 32 Void

2 01/24/201% 01/24/2019 T1019 32

3 01/22/2019% 01/22/2019 T1019 32 Veoud

- 01/28/2019 01/28/2019 T1019 32 Void

3. The line will disappear from the claim, and any subsequent lines will change numbers to
match the new order. (Notice that the line for 1/24/2019 (above) has been removed
(below), and lines 3 and 4 have moved up in the order).

Line Service Dates Modifiers

Service Code Units
No From To 1 2 3 4
1 01/23/2019 01/23/2019 T1019 32 Void
2 01/22/2019 01/22/2019 T1019 32 Void
3 01/28/2019 01/28/2019 T1019 32 Void

4. Go to Adjust Claims to finish the adjustment process.

Submitting an adjusted claim
Once all service line information is entered and checked for accuracy, click Submit Claim at
the top of the screen.

B save Claim | @ Submit Claim || @ Reset

The Adjust WA Cares Fund Claim Details will appear. The adjusted claim will have a new TCN.
This allows for tfracking of the changes made to the original claim.

Claim details will include the new TCN, Original TCN, Provider ID, Client ID, Date of Service and
Total Claim Charge.
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To complete claim submission, click on the Submit button (located on the bottom right corner
of the page).
i Adjust WCF Claim Details ~

TCN: 572533920000106000
Original TCN: 572533600009171000
NPUProvider ID: 214858502
Client 1D: 203658997WA
Date of Service: 11/26/2025-11726:2025
Total Claim Charge: S 6721

Please click "Add Attachment™ button, to attach the documents., © Asd Antachment
Once the claim is processed by ProviderOne, the adjustment is complete. The claim details will
be available in the Adjustments category of your Remittance Advice (RA).
Noftes:
*  Make sure to click Submit on this screen.

¢ No Records Found! refers to attachments such as backup documentation. Social
Service providers will not add attachments.

Voiding paid claims
To void an entire paid claim:

1. Locate and select the claim you wish to update. (For help searching and selecting
specific claims, see Adjusting Paid Claims.)

2. Check the box next to the claim you want to void.
3. Click Void Claim.

o

i#  Void WCF Claim Details ~

TCN: 572533910000107000
Original TCN: 572533600009171000
NPVProvider ID: 214868502
Client ID: 203658997WA
Date of Service: 1172672025-11/26/2025
Total Claim Charge: $ 9690

#R Print Detans N Pint Cover Page | © Sudmat
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4. The Void WCF Claim page appears with all the fields grayed out.
Note the specific TCN.

To void this claim, click Submit.

o]

& Void WCF Claim

Note: astensks (*) denole required fisids

il \/OID INFORMATION
Submitter ID

VOID INFORMATION * Original TCN: sl clm

*Orignal TCN. sl ihm
#  PROVIDER INFORMATION

BILLING PROVIDER

* Provider 1D | D

#i SUBSCRIBER/CLIENT INFORMATION
SUBSCRIBER/CLIENT

*ChentID:  TENERFEIWA

CLAIM INFORMATION

1]

1. * Authorzation Number, RIS

BASIC LINE ITEM INFORMATION

1

5. The voided claim will have a new TCN. This allows for tracking of the changes made to
the original claim.

6. Claim details will include the new TCN, Original TCN, Provider ID, Client ID, Date of
Service and Total Claim Charge.
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7. Click Submit to submit the voided claim.

if  Void WCF Claim Details -

TCN: 572533910000107000
Original TCN: 572533600009171000
NPVProvider ID: 214868502
Client ID: 203558997WA
Date of Service: 11/26/72025-11/26/2025
Total Claim Charge: $ 96 50

M Pont Detas | iR Piint Cover Page || © Suoma

Notes:
e Make sure to click Submit on this screen.

¢ No Records Found! refers to attachments such as backup documentation. Social
Service Providers will not add attachments. You can ignore this message.
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Resubmitting denied or voided claims
The main reasons a denied claim may need to be resubmitted include:

* The authorization was in error when the claim was originally submitted, causing the
claim to deny. The error has been resolved and the denied claim now needs to be
reprocessed.

* Basic claim data had incorrect date, service code, or units causing the claim to deny.

A voided claim may need to be resubmitted if a provider discovers they voided the paid
claim in error.

To resubmit a denied or voided claim:
1. Login to ProviderOne using the appropriate profile.
2. Click WA Cares Fund Resubmit Denied/Void.

WA Cares Fund -

WCF Client -

WCF Client Benefit Inquiry

WCF Pre-Authorization ~

Create New WCF Pre-Authorization
Retrieve Saved WCF Pre-Authorization list

View Submitted WCF Pre-Authorization list

WCF Claims -~

WCF Claim Inquiry

WCF Claim Adjustment/Void
WCF Billing Screen

WCF Batch Upload

WCF Batch Upload Status

WCF Resubmit Denied/Void

WCF Retrieve Saved Claims
WCF Manage Templates
WCF Create Claims from Saved Templates

WCF Manage Batch Submission

3. The Provider WA Cares Fund Claim Model Search page appears. The Provider ID
associated to the domain currently in use will automatically be listed in the Provider ID
dropdown.
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4. To find the claim you need to resubmit, you can search by:
e TCN;or

e Client ID and Claim Service Period (From and To Date).

5. Once you enter the necessary search criteria, click Submit.

) Provider Portal > Provider WCF Claim Model Search

[« Je "N © submit

#  Provider WCF Claim Model Search

Please enter a NPUProvider 1D and enter available information in the remaining fields before clicking "Submit’,

« Required: TCN OR Client ID AND Claim Service Period (To Date is optional) OR WCF Pre-Authorization Number AND Claim Service Period (To Date is optional).
« The Claim Service Period From and To Date range cannot exceed 3 months

NPUProvider ID: | 2148685 v .
TCN:
Chent 1D:
WCF Pre-Authorization Number:
Claim Service Period From: ]

Claim Service Period To: [ ]

Note: Search requests must be for claims submitted within the past 60 days. |
6. The WA Cares Fund Claims Model List appears.
7. Toresubmit a denied or voided claim:

e Check the box next to the TCN.

e Click Retrieve.

e l:Ea © Retrieve |

WCF Claims Model List

y one check box can be selected
Date of Claim Charged Claim Payment Client
TCN Claim Stat ClientID
Service i Amount Amount Name e
AY AY AY
AY AY AY AY
1: For more detailed information, see =s,
& T w1 081172016 1.356.29 X == A 8 =4
remittance advice 3 $0.00 | === §
1 i i =
T | 08/1172016 Ff)rmotedefaﬂedm(ormabomsee $942.30 $0.00 : R p—
remittance advice. P ]
iew Page: 1 ©Go < Page Count | (D SaveToXLS Viewing Page: 1 &« Fist || € Prev

8. The basic billing screen appears.

9. If you do not need to make any changes and just need to resubmit the claim for
reprocessing, click Submit Claim.
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10. If you need to make changes to the claim before resubmitting, make these changes
now. The change options when resubmitting a claim are the same as when adjusting a
claim. Common items you may need to add or update on a denied claim:

e Taxonomy

e Preauthorization number
e Service code

e Modifier

o Date of service

11. After updating the information, click Submit Claim.

Previously Entered Line Item Information

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

Line Service Dates Modifiers
Service Code
No From To 1
1 09/21/2016  09/21/2016  T1020 u1
# PR |2 09/22/2016  09/22/2016  T1020 U1 |

BILLING PROVIDER
* Provider 1.

#  SUBSCRIBERICLIENT INFORMA

SUBSCRIBER/CLIENT

* Chent ID.
:  CLAIM INFORMATION \ . .
Information previously

. * Authorzation Number — entered will be

BASIC LINE ITEM INFORMATION populated

B33

i

BASIC SERVICE LINE ITEMS

Ll o ceyy ~rn & ooy

*Service Date From * Service Date To
* Senvice Code Modifiers 1 2 3 4
Patient Account No * Units.

© Add Senice Line llem  / Upéate Service Lina lem
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12. The resubmitted claim will have a new TCN. This allows for tracking of the changes
made to the original claim.

13. Claim details will include the new TCN, Original TCN, Provider ID, Client ID, Date of
Service and Total Claim Charge.

14. Click Submit to resubmit the claim.
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SUBMITTING PROFESSIONAL CLAIMS

To submit a professional claim:
1. Login to ProviderOne using the appropriate profile.

2. Click On-line Claims Entry.

WA

CARES
FUND

Provider®,y, M e
3 Pamins Farml
ProviSone IONPL 1 sppem | Mo (g g

Claims. - 8 Ry Remincers

igam nguiry Fiter o - Buad Rialin. A % (O3

Clalm AU stmerLold

L s Ll ey Al Ty Al WA
- e av

On-dne Datch Cleims Submiasken 1371

T OBHOALLAT | _MEYIAUE 0 A0 PRI S8 SInOe Ui T
W RO PY0aJer D PEyment Scheou

Sl TP b SN 0D LYy WA Ui
BT Lanisanmoee Liaim

Rt Sowed Clairws s P wicks vy By d duory ol S0 My b pwrm 8 e < il s I

— RROARCART_MFERARF Ta sl Prositin T

Marags lsrapiales W D10 FI0% Jerne Faymient 3chettk CAENZeE £00

Create Cizims from Smeed Temolines DROACCAST MEAEAOC 7o 8l Proitersae iser Spovides Jne M namt £ ey o g U S 2004 DL I everal Cube SoBes #nd Ng

Matage EICH LIS SUBMisEn i e s 3 Sz Fpe il Sl 1 oy e e
T BHUALTAY |_MEYSRUE 0 30 Fronder 8 CNanges June and Jun o 424 Duate ¢
ol i ey P AT GUING T Mert
= WA SIS I S 8 30 FROABE M A S i - ATRAR A %0 i 58 5P 0 N
- e o3y TIBNT (R0 16 188 COCHTIG OLG Tl 1T
W oo Ve Pages | 1 Due Wrs Nirrwin qp Nagger 1
“
Wesw Fayment B Your Recent Online AcEvides
e A You nave 10059010 't IS Acour alh ¥ RCOWaG M1
Manages Cate A | I Covinue© oo Vsl SE2N2004 07.42.12F0
3 List Log 1 Fasseand Lnarge: oM Bt | BEEEG W
W P R ol Lent o il allew ol
e Online Services 9
PPSF AUIASTESHSR ~ —
Claims A
On-Ine Price AUthonostion SUbmlsson
Pine i wioioom | oy
Claim Inquiry
Proider -

Claim Adjustment/Void
Proviler Inguary
On-line Cla Entry
On-line Batch Claims Submisslon (837)
Resubmit Denled/Volded Clalm
Retrieve Saved Claims
Manage Templates
Create Claims from Saved Templates

Manage Batch Claim Submission

3. The Choose an Option page appears.
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4. Click on the blue hyperlinked Submit Professional.

Choose an Ophon

Submit Professional] Submil Professional

Submit Institutional | Submil Institutional

Submit Dental Submit Dental

5. The Professional Claim screen appears. Enter the following information:

Provider NPI: Enter your National Provider Identifier (NPI). Your NPlis a 10-digit # issued
by the federal government. To apply for or look up your NPI, visit the NPPES website.

Taxonomy Code: Enter the taxonomy associated with the service you are contracted
to provide.

Your taxonomy codes can be found under the Specializations step on the ProviderOne
Business Process Wizard.

6. Select Yes for the question, 'Is the Billing Provider also the Rendering Provider?'

(00 TR e

¥ Professional Claim -

reined g buaions

Submier 10 | HQUBAI0

B PROVIDER INFORMATION -~

ot arae mfoermaton o Referng. PUIChEEng. SuDnving 3nd GO IOV

20 10 Ot ioem
BHLLING PROVIDER

Proser uor + A — Tasonomy Cosk: . h
@' the Biling Provider siso the Rengering Provider? () Yes (1Mo *

15 this service the sl of a eferral? (i Yes O *
#  SUBSCRIBER/CLIENT INFORMATION .
SUBSCRIBER/CLIENT

Caent 10
i Additional Subscriber Client Information

@15 this claien tor 8 Baby on & Birthing Parent's ClatIDT O Yes. ()N
©1s s 2 Medicare Crassover Clam? Cves (Mo *

[/ OTHER INSURANCE INFORMATION

#  CLAIM INFORMATION -

(Gt Ommer Cisim s f5 include the loleavng ciam detad infarmation
FE PRIOR AUTHORIZATION

FEICLATM NOTE

7. Select No for the question, 'Is this service the result of a referral?’
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€ 's the Billing Provider also the Rendering Provider? @ Yes ()No *

@ Is this service the result of areferral? O Yes @No *
Client information

1. Under Subscriber/Client Information:
Enter the Client ID. This is the client's ProviderOne ID (9-digit # ending in 'WA').
Click the box next to Additional Subscriber/Client Information.

2. Enter the following information for the client:
Last Name
Date of Birth

Gender

#  SUBSCRIBER/CLIENT INFORMATION

SUBSCRIBER/CLIENT

Client ID:

[ Additional Subscriber/Client Information

OrglLast Name: ‘ First Name:
mm dd coyy
Date of Birth: - Gender:
mm dd  coyy
Date of Death: Patient Weight: Ibs

Patent s pregnant: O Yes O No

Note: Client last name, DOB, and gender are the only required fields. Patient is
pregnant and Patient Weight fields do not apply.

3. Under Subscriber/Client Information, answer No to the questions:
Is this claim for a Baby on a Birthing Parent's Client ID?

Is this a Medicare Crossover Claim?
e Is this claim for a Baby on a Birthing Parent's Client ID? () Yes @ No

@ 's this a Medicare Crossover Claim? () Yes @ No *
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Prior authorization (WCF pre-authorization)
1. Select the box next to prior authorization.

2. Enter the following information.

Prior Authorization Number3: Enter the approved WCF pre-authorization number for the
client.

Claim Note: Some claims may require a claim note. If you think a note is required, refer
to the program-specific billing guide for more information. If no note is needed, skip this
option.

Is the claim accident related?: No.

m Bsss Tencn IR

il Professional Claim -

lote. astemsks (*) denote required Seds. Deling Instiucsons

Rasic Claim Infa Othar Claim Info

Bl Provider | Renderiag Provider | Subscsder | Clam | Service

Submitter 1D MAWLES

* Tempiaie Name

@ CLAIM INFORMATION .

Bo ta Other Claim Info to incude the follaweng clam detail mformation

Specideed Line Services, Miscelaneous Line Data. Line Level Providers, Miscellaneous Line Dates, Test Results aor Form Identification Information

[= priOR AUTHORIZATION |  —

ion Inf|

1. Prior Authorization Number [

[ CLAIM NOTE
E EPSDT INFORMATION
[# CONDITION INFORMATION

@ s this claim accident related? (U Yes & No *

@ CLAM INFORMATION o
Go to Other Claim Info to melige Ne ‘olown@olsim sesst nisrmaton
Cpecsited Loa Sences Macelaneos Loe Jhen Lne Lavel Sronters. Wacalarmens Loe Dstes Tast Fasuts or F erm |oestiSeation nienmaton
4 PRIOR AUTHORIZATION
E CLAIM NOTE

& EPSOT INFORMATION

% CONDITION 10N (e

Note: EPSDT Information and Condition Information are not applicable to these claims.

3 When biling as a WA Cares provider in ProviderOne, read Prior Authorization as a synonym for WCF
Pre-Authorization.
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Place of service
Under Claim Data:

Using the dropdown menu, choose the appropriate Place of Service.
Most services performed will be in either an office or the client’s home.

If the service is performed outside of those locations, choose the appropriate place of service
from the list.

CLAIM DATA

Patient Account No.:

Place of Service: v |*

[=] Additional Claim Data 01.PHARMACY

02-Telehealth Provided Other than in Patients Home
03-SCHOOL
Delay Reason Code: | 4 Lio)E ESS SHELTER
05-INDIAN HLTH SVC FREE-STANDING FACILITY
Provider Signature on File: | 05-INDIAN HLTH SVC PROVIDER-BASED FACILITY
07-TRIBAL 638 FREE-STANDING FACILITY
Special Program Type Code: | 08-TRIBAL 638 PROVIDER-BASED FACILITY
09-PRISON/CORRECTIONAL FACILITY
Provider Accept Assignment }?gil?:tlwgglth Provided in Patients Home
Code: 12-Home

13-ASSISTED LIVING FACILITY
Benefits Assignment 14-Group Home

Certification: | 15-MOBILE UNIT
16-TEMPORARY LODGING
Release Of Information Code: | 17-WALK-IN RETAIL HEALTH CLINIC
18-PLACE OF EMPLOYMENT - WORKSITE
19-0Off Campus-Outpatient Hospital S

Patient Signature Source Code: I

Note: Adult Family Homes, Assisted Living Facilities and Enhanced Service Facilities are
residential settings and are considered to be the client’'s home.

Diagnosis codes
WA Cares does not require diagnosis codes.
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Service lines
1. Under Basic Line lItem Information, enter the following information:

¢ Service Date From and Service Date To
* Modifier (if applicable)
¢ Procedure Code

The procedure code (also known as the service code) and the modifier can be
found on the client's authorization

#  BASIC LINE ITEM INFORMATION

Click on Other Svc Info in each line item to include the following additional ine item information:
Altachment, Drug, DMERC Condition, Health Services, Test Results, Home Oxygen Therapy, Service Facility, Miscellaneous Numbers, Indicators, Providers, Di
Ambutance Transport, Line ltem Note, Other Payer, Spinal Manipulations, Purchased Services and Line Adjudication

BASIC SERVICE LINE ITEMS

mm dd ceyy mm od coyy
= Service Date From: 01 01 2017 * Service Date To: 01 01 2017
Place of Service: v
* Procedure Code:  H2014 Modifiers: 1: ' U5 2 3 4
* Submitted Charges: § Diagnosis Pointers: = 1: [llv] 2 (V] 32 [v] & |v|
* Units

Nofes:
Each service line spans a single day.
All units of a specific code for the same day should be on the same line.
A date range can be used only if:
o The unit types are daily or monthly.
o Days are consecutive (worked in a row)
o All days are within the same calendar month or include entire months

The unit type can be found on the client’s authorization.
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2. Enter Submitted Charges (The provider is responsible for the calculation of submitted
charges. Units x Rate = Submitted Charge).

3. Enter the number of Units.

4. Select the corresponding Diagnosis Pointer number from the diagnosis pointers drop-
down. (Data entered into the first diagnosis code box = #1 diagnosis pointer).

BASIC SERVICE LINE ITEMS

mm dd ccyy mm dd ccyy
* Service Date From: 01 01 2017 * Service Date To: 01 01 2017
Place of Service: _\i]
* Procedure Code: H2014 Modifiers: 1: U5 2: 3: 4:
* Submitted Charges: $ 32.96 Diagnosis Pointers: * 1: = 2: X_’ 3: _\ﬂ 4: 1]
1
* Units: 4 }(1)
. 12
Medicare Crossover Items 2
3
National Drug Code: 4
5
Drug Identification 6
7
Prior Authorization 8
9

Additional Service Line Information
5. Once the service line information has been entered, click Add Service Line ltem.

6. The Basic Service Line ltems section clears. This allows entry of any subsequent service
lines before submitting your claim (i.e., biling for multiple days in a month).

7. A claim service line appears under Previously Entered Line ltem Information. The claim
service line will show service dates, service code and modifier, as well as units entered.
The total charges submitted will also be available to view.

8. Check the line information for accuracy.

Note: Please ensure you have entered any necessary claim information (found in the other sections on this or another page) before adding this service line.

© Add Service Line Item | # Update Service Line Item

Previously Entered Line Item Information

Click a Line No. below to view/update that Line Item
% /upd Total Submitted Charges: $ 32.96
Information.
Diagnosis
Line Service Dates Modifiers
Prac.Code Pntrs Submitted Units PA
o From To 1 2131411 23 '4
01/01/2017 01/01/2017 H2014 Us 1 32.96 4 Delete or Other Service Info
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Notes:

Different service codes can be billed on the same claim as long as they have
the same authorization number.

If a provider is authorized a medical service code and a non-medical social
service code (e.g., bed-hold code) on the same authorization, the nonmedical
code must be billed separately. See Basic Claims for directions on how to submit
a non-medical claim.

9. To enter additional service lines there are two options.
Option 1
Click on the service line number. The entered service line information populates.
Replace the information with new data.

Click Add Service Line ltem. (The new service line appears. Shown as line #3
below).

BASIC SERVICE LINE ITEMS

mm dd ccyy mm od ceyy
* Service Date From: 01 24 2017 * Service Date To: 01 24 2017
Place of Service: v
* Procedure Code:  H2014 Modifiers: 1: U5 2 3 4
* Submitted Charges: $ 32.96 Diagnosis Pointers: *1: 1 [v| 22 [v] 3 [v] & |v|
* Units: 4

Medicare Crossover Items
National Drug Code:

Drug Identification
Prior Authorization
Additional Service Line Information

Note: Please ensure you have entered any necessary claim information (found in the other sections on this or another page) before adding this service line.

© Add Service Line Item | ' /' Update Service Line ltem

Click a Line No. below to view/update that Line Item

Previously Entered Line Item Information

Total Submitted Charges: $ 98.88

Information.
Diagnosis
Line Service Dates Modifiers
Proc cod Prtrs Submitted | . PA

No Number

From To 1 2341234
1 01/01/2017 01/01/2017 H2014 us 1 32.96 4 Delete or Other Service Info
2 01/12/2017 01/12/2017 H2014 us 1 32.96 4 Delete or Other Service Info
3 01/24/2017 01/24/2017 H2014 us 1 32.96 4 Delete or Other Service Info
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Option 2

Enter basic service line information in the cleared fields.

e Service Date From/To
¢ Service Code and Modifier
e Submitted Charges, Units and Diagnosis Pointer

e Click Add Service Line Item. (The new service line appears. Shown as line #2
below).

© Add Service Line ltem # Update Service Line ltem

Previously Entered Line Item Information

li i No. 1 i h i I :
Click a L.|'ne o. below to view/update that Line Item Total Submitted Charges: $ 65.92
Information.
Line Service Dates Modifiers P ln Submitted PA

No Charges . Number

From To 1 23412 3 |4

1 01/01/2017 01/01/2017 H2014 us 1 32.96 4 Delete or Other Service Info
2 01/12/2017 01/12/2017 H2014 us 1 32.96 4 Delete or Other Service Info

Editing a service line
If you see the information previously entered has an error, you can correct the data by doing
the following:

» Select the line number you wish 1O sasicservice une mmems

. mm od cory mn od copy
ed IT * Service Date From: 01 24 2017 * Service Date To: 01 24 2017
* The service line data appears Peced Senvce ™
A * Procedure Code:  H2014 Modifiers: 1: U5 2 3 4
* MOke fhe needed CorreCTlon TO * Submitted Charges: § 32.96 Diagnosis Pointers: = 1: 1 [v] 2 [v] 3 [v] & [v|
the service line data iy

Medicare Crossover Items

* Select Update Service Line ltem .
National Drug Code:

Drug Identification
Prior Authorization

Note: The new data you entered will be

Note: Please ensure you have entered any necessary claim information (found in the other sections on this or another page) before adding this service line.

shown on the chosen line. (Shown here

dditional Service Line Inf

as | ne # 3 ') Previously Entered Line Item Information
Click a Line No. below to view/update that Line Item 2
R /upd Total Submitted Charges: $ 98.88
Information.
Diagnosis
Line Service Dates Modifiers Submitted
Proc. Code Ptrs units PA

No Number

From To 1 2341234
1 01/01/2017 01/01/2017 H2014 us 1 32.96 4 Delete or Other Service Info
2 01/12/2017 01/12/2017 H2014 us 1 32.96 B Delete or Other Service Info
3 01/24/2017 01/24/2017 H2014 us 1 32,96 4 Delete or Other Service Info
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Deleting a service line
If you need to remove a previously added service line:
* Determine which line needs to be deleted in the Previously Entered Line ltem
Information section.
Previously Entered Line Item Information
Click a Line No. below to view/update that Line Item Information. Total Submitted Charges: $ 180.04
. Service Dates Modifiers Diagnosis Pntrs
s Proc. Code 2::'“‘““ Units :A i
No From To 1 2 i3 la 2 [p 30 la rges et
1 02/28/2025 02/28/2025 H2014 us 1 102.88 8 Delete or Other Service Info
2 03/14/2025 03/14/2025 H2014 us 1 7716 6 Delete or Other Service Info
* Click Delete at the end of the line you wish to remove.
Previously Entered Line Item Information
Click a Line No. below to view/update that Line item Information. Total Submitted Charges: $ 102.88
. Service Dates Modifiers Diagnosis Pntrs -
Loe Proc. Code 2;::""'@ Units :A -
No From To 1 2 '@ @ 1 2 [z la ges b e
1 02/28/2025 02/28/2025 H2014 us 1 102.88 8 Delete or Other Service Info

* The line disappears from the claim.

* Once dll service line information is entered and checked for accuracy, click Submit
Claim.

* After clicking on Submit Claim, a message will appear asking, Do you want to submit
any Backup Documentation?

If required, select OK and upload the needed documentation before continuing to
submit the claim.

If no backup documentation is needed, select Cancel and contfinue submitting the
claim.

e Once you click Submit Claim, the Submitted Professional Claim Details screen appears.
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* Claim details will include the TCN (claim #), Provider NPI, Client ID, Date of Service and
Total Claim Charge.

Submitted Professional Claim Details -

TCN: = siaiaini=d
Provider NPI: 1 v
Client ID: #0=LTE"WA
Date of Service: 01/01/2025-01/01/2025
Total Claim Charge: $ 102.88

Please click "Add Attachment" button, to attach the documents. © Add Attachment

Attachment List -~

Line No File Name Attachment Type Transmission Code Attachment Control# File Size Delete Uploaded On
AV AV AV aAv AY AV AY AY

No Records Found !
A Print | & Print Cover Page | @ Submit
WARNING: You must click the 'Submit' button to complete the Claim Submission

Note: No Records Found! refers to attachments such as backup documentation. If you did not
attach necessary documents earlier you may do so here by clicking Add Aftachment. If you
do not have any documents to attach, you can ignore this message and click on Submit.

e  When you see the WA Cares Fund Claim Details screen you may want to record the
information. You can print a hard copy, print to a file on your computer, or record this
information in another manner.

Your claim has not yet been submitted!

* To submit the claim, you must click on the Submit button (located in the bottom right
corner of the page).

TON: oo = g
Provaser 10 =
Chmet 1y T oy
Dute of Secvicos: ON012017T-010%Q017
Total Claim Charge: § 5398 03

Mosse chice “Add ARachenent™ Dutton, 10 38ach the documents @ A0 AR At

B Amachment List

Lioe No File Name Attachment Type Transsmsson Code Attache ~
7 R e @ Print Detalls @ Print Cover Page | © Submt

W0 Recaongs Found !

@ P Ostats © Pt Lovar Page © etime
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CREATE PROFESSIONAL CLAIM TEMPLATES

This section explains how to create WA Cares Fund Medical claim templates. Claim templates
allow you to save data such as Provider ID, Client ID, and authorization number which helps
save fime as well as eliminate errors by reducing the amount of data entry for each claim.

Creating claim templates is a good opftion if you have repetitive billing (e.g., the claim is the
same or nearly the same each time you bill).

Using templates with previously saved information will help cut down on errors by reducing the
amount of data entry for each claim, and it is a great way to save time and make billing
easier.

To create a WA Cares Fund Medical Claim Template:

1. First log in to ProviderOne using the appropriate profile. Select Manage Templates.
m My Inbox ~

c) xTerry, TavaresJ v Profile: EXT Provider Social Services Medical |k Notepad A Reminder Q Eo

) Provider Portal

ProviderOni T T e: N Th et 1
Online Sen = = =
Online Services Q
Claims —
Claim Inqu .
Claim Adju Claims N Read Status [v] ®co
On-line Clz - z
ontinesa | Claim Inquiry
Resubmit! | Claim Adjustment/Void ert Message Alert Date

Retrieve §;

manageTe ~ On-line Claims Entry
Create Cla = B - S
Managie i On-line Batch Claims Submission (837)

Client Resubmit Denied/Voided Claim

AY AV

No Records Found !

= ~ P Address i el e -
Clientlimi | petrieve Saved Claims

Benefit Inq

IManage Templatesl 7:43 AM
M

Payments

viewpaym = Create Claims from Saved Templates
View Capit

Manage Batch Claim Submission
Managed C

Note: Creating a template is not the same as submitting a claim. The Manage
Templates section is for creating, editing, or removing templates. No claims can be
submitted from the Manage Templates area. See pages 37-39 for directions on how to
submit a claim from a template.
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2. The Create a Claim Template List screen appears, where you will see any previously
saved templates.

3. When there are a large number of templates, you can use the Filter By function to find
a template.

4. The Create a Claim Template screen can be used to:
% Provider Portal 3 Claims Template List
QO ciose Jl+FNE
i Create a Claim Template
Type Of Claim: | Professional v

Dental
Institutional
i#  Claims

Zcdit | ®View | @Delete ‘ @ SaveAs/Copy | =k Create Baich || =k Create Batch All | B Auto Batch

Filter By v And Filter By
Template Name Type
O AV AV

Add a new template

Edit a saved template

View a saved template

Delete a saved template

Change template name (SaveAs) or
Copy a template

Create a template batch

L Edt | @view | @Delete || @ SaveAsiCopy || =k Create Baich || 4k Create Batch Al || B Auto Batch

Filter By w And Filter By
Template Name Type
U AY AY

5. To create a new template, make sure to choose Professional as the claim type and
then click on Add.

6. The Professional Claim screen appears. Fill out the claim details per the directions found
starting on page 9.
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7. Enter a Template Name. This is determined by you and is only used to identify the
template.

B save Templste | |tIReset

i Professional Claim A

Note: asterisks (*) denote required fields. Billing Instructions

Basic Claim Info Other Claim Info

Billing Provider | Rendering Provider | Subscriber | Claim | Service
“ibmitter ID: RN

* Template Nam(

= provii ~ vemplate Name:

m
Go to Other Clain
BILLING PROVIDER

* Provider NPI: * Taxonomy Code:

@ * s the Billing Provider aiso the Rendering Provider? (OYes ONo

0 * |5 this service the result of a referral? (Oves ONo

Note: ProviderOne will check the following before allowing the template to be saved:
* Provider NPI

e Taxonomy Code

e ClientID

* Authorization Number

8. At this point you have entered the minimum required information needed to save a
template.

9. Tosave the template, click Save Template in the upper left corner of the screen.
10. You will be asked, Do you want to save the Template?

Select OK to confirm the save of the template.

Select Cancel if you are notf ready to save the template or need to make changes.

11. You will be returned to the Create a Claim Template page, where you will see the
template you just created. You can see the template name, template type, the user
who made the last update, and the last updated date.

12.To edit, view, or delete the template, check the box next to the template name and
select Edit, View, or Delete. If you are editing the template, once you have made the
needed changes make sure you save the updated template.
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Copying a professional template
As a way to save time, you can use the template you just created to make similar templates

for other clients.
To Copy a Template:

1. Check the box next to the desired template name, then

2. Select SaveAs/Copy.

[+ 50

#  Create a Claim Template

Typa OF Claim: | 'rofessinnal w|*

[ -

fii Claims Template List
A i | @ View || @Dekte | @ SavzAsiCopy | e CrzalzBzich = Create Baich Al || B Auto Batch | , Edit @View g Delete @ g EIUE.‘ASJ"COPY
Filter By v And FilterBy T My Filters~
Template Name Type Fi\tE[ B'y W
[_] AT
(.] 1 Profcszicna
L — otz i Template Name
D AV
]
D | ] | B
D u

Note: Copying a template can save you time, however, be mindful to ensure you
update information as needed (client ID, auth #, etc.). Incorrect authorization numbers,
provider IDs or client IDs will cause the claim submitted with the template to be denied.

3. After choosing SaveAs/Copy, the original saved template appears.
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4. To Update the Template:

« Change the Template Name  'emplate Name:
* Change the Client ID
* Open Additional Subscriber/  -cene

Client Information and EJ' Additional Suf,scﬁbe,,c.i,n. e |

change the client’s: L e st Name:

o) Lasi‘ Name * Date of Birth: * Gender: :]

mm od ooyy

o) Dai‘e of Bi”h Date of Death: Patient Weight bs

Patient is pregnant: ()Yes (ONo

o Gender
5. Click the + next to Prior Authorization and change the:
Avuthorization Number

Diagnosis Code
[=] PRIOR AUTHORIZATION

1. * Prior Authorization Number:

Diagnosis Codes: * 1: 2 3 4 5 6:

T 8 9 10: 1 12

6. Tosave the template, click Save Template.

Note: The Provider NPI will remain the same when copying a template. However, you
may need to change the ProviderOne ID if you are billing for a different location.

7. After clicking Save Template you will be asked, Do you want to save the Template?
Select OK to save the template.

Select Cancel if you are not ready to save the template or need to make changes.
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8. You will now be returned to the Create a Claim Template page.

9. The new, saved, template will be shown along with the original template.

o

i Create a Claim Template

Type Of Claim: | Professional w | ¥

£ Claims Template List

# Edit | ®view | @Delete || @ SaveAs/Copy || 4+ Create Batch || 4+ Create Batch Al B Auto Batch
Filter By v And  Filter By
Template Name Type
D AT AT
O Professional
O T Professional

10. Repeat the process as many times as needed.

Submitting claims from saved templates

As previously mentioned, claims cannot be submitted from the Manage Templates section.

To submit claims using the templates you have saved:

1. First log in to ProviderOne using the appropriate profile.

2. Select Create Claims from Saved Templates.

ProviderO

Online Se

Claims

Claim Ing

Online Services

Claims v

Claim Inquiry

Claim Adjustment/Void

On-line Claims Entry

On-line Batch Claims Submission (837)
Resubmit Denied/Voided Claim

[ Notepad A Reminder @ External Links

APrint @ Help

i Read Status [v] @6
oninec = Retrieve Saved Claims BysaveFitter | Yy Fitters +
On-line B
Resubmi Manage Templates ige Alert Date Due Date Read
Rets M v
wamse1 | Create Claims from Saved Templates I A9 A av
No Records Found !

f":::{' Manage Batch Claim Submission

m o TUUI KECENLUINNE ACUVIUES ~ @ Calendar -~

Client

v
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3. The Create Claim from Saved Templates List appears.

4. Here you will see all of your saved templates. To select a template, click on the blue
hyperlinked name.

i Create Claim from Saved Templates List A
‘ Filter By v And  Filter By v @ co
BASave Filter ¥ My Filters~
Template Name Type Last Updated By Last Updated Date
AY AV AY AV
Professional | 09/06/2022
Professional ——a 09/06/2022
Professional - 09/06/2022
= Professional - 09/06/2022
Professional = L] 09/06/2022
Professional (=] 09/06/2022
RSOy, SareTa Professional ] 09/06/2022
View Page: | 2 ®Go I Page count SaveToXLS Viewing Page: 1 €€ First € Prev > Next » Last

5. After selecting a template, you will see the saved information from the chosen
template. This will include the:

Provider NPI

Taxonomy Code

Client ID, Last Name, Date of Birth and Gender
Avuthorization Number

Place of Service

Diagnosis Code

6. Fill out the rest of the claim information and then submit the claim.
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Creating and submitting professional batch claims

A batch (template) is a group of claims which share the same date of service. The Batch
allows the provider to create a group (batch) of templates, change the date of service on all
the templates at one time, and submit the batch all at once.

This process should not be confused with the HIPAA Batch Upload process. Medical providers
(including WA Cares Fund Medical Providers) can submit claims via a process called HIPAA
Batch Upload. More information about this process can be found on HCA's HIPAA Electronic
Data Interchange (EDI) webpage. Questions about this billing option should be directed to
HCA's HIPAA Help Desk at hipaa-help@hca.wa.gov.

To create a template batch:

1. From the Provider Portal, click Manage Templates.

Provider'Sno My Inbox ~

~  Profile: EXT Provider Social Services Medical

> Provider Portal
ProviderOne Id/NPI : ! Name:

Online Services @ ManageAlerts

< |®

Claims # My Reminders

Claim Inquiry

Claim AdjustmentiVoid (LA b = Read Status v|@ce

On-ine Claims Entry

On-line Batch Claims Submission (837) O Alert Type Alert Message

Resubmit Denied/Voided Claim av av

Retrieve Saved Claims (] BROADCAST MEssage 1° 2l Froviderone users Chiistmas and New Year' hoiday il mpact ProviderOne payment daes and claim st
Manage Templates = observance of both Christmas and New Year's holiday will resultin changes to the ProviderOne payment d
Create Claims from Saved Templates

Manage Batch Claim Submission O Dsiete | View Page: | 1 © ol (% Fovs Gount

SaveToXLS Viewing Page: 1

Client v

Client Limit Inquiry #  Your Rece Claims v

Benefit Inquiry & Youhave loggec Gjlaim Inquiry

Payments v | W Previous Site Vit o1aim Adjustment/Void

View Payment 3 ast Loow Facsy On-line Claims Entry

View Capitation Payment & Lastlognf@ied| 5\ ine Batch Claims Submission (837)
Managed Care v

Resubmit Denied/Voided Claim

View Enrollment Roster Retrieve Saved Claims

View ETRR
Manage Templates
Prior Authorization Y Create Claims from Saved Templates

On-line Prior Authorization Submission Manage Batch Claim Submission

Prior Authorization Inquiry

2. The Create a Claim Template page appears, where you will see all the claim templates
you have created.

3. The Template Type should be Professional. If this is not showing, use the drop-down
menu to select Professional.

=

#  Create a Claim Template

vacﬂl(la-v{ Profosons ] v "'

ZEot @®Vew ©ODewie @ SoveAsvTopy $CreateBaids  $CroateBaxhas B

i Chaims Tempiate List

Fimer By v And
Template Name Type
Ay AY

K - Professiong!
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Click on each template to verify the template is complete, including basic service line items.
Change the template as needed.

B e | [caress

#  Professional Claim ~

Submitter ID:

* Tempiste Name: | K

= PROVIDER INFORMATION -
Goto Other Claim Info to eerinformation for Referring, Purchasing, Supervising and other providers.
BILLING PROVIDER

* Provider NP1 * Taxonomy Code: | 18300000X
@ 15 the Billng Proveer aiso tne Rendring Provider? @ves o
@ * isthis servcs the resultof  raferal? Oves®No
#  SUBSCRIBERICLIENT INFORMATION IS
‘SUBSCRIBER/ CLIENT
* Clent ID: wa
Additional Subscriber/Client Information
@ 1 this cam for s Baby on Moms Clent 107 Cves@No

@ " isthis a Medicare Crossover Caim? Oves®No
] OTHER INSURANCE INFORMATION

#  CLAIMINFORMATION ~
Go'o Other Claim Info 1o nolude the folowing ciaim detail information:
24 Line Senvicss Mscellansous Line Dates, Test Resuls or Form Identiicaton Informazon.

5 PRIOR AUTHORIZATION
[ CLAIM NOTE
[ EPSDT INFORMATION
5] CONDITION INFORMATION
@ *istiscamaxidentreisted?  OYes®No
CLAIM DATA
Patient Account No.
* Piace of Sewice: | 12-Home v
[&] Additional Claim Data
Diagnosis Codes: * 1: | 118 2 3 + 5 E

s o 10: 1. 12

& BASIC LINE ITEM INFORMATION -

‘Anachment, Drug, DVERC Contion, Healh Senvies, Test Results, Home Oxygen Therapy, Service Facilty, Miscellaneous Numbers, Indicators, Providers, Dates and Amounts, Medical Equipment, Ambuiance Transpon, Line ltem Note, ther Payer, Spinal Manipulations, Purchased Senvioss and Line
Adjudication

BASIC SERVICE LINE ITEMS

* Service Date From * Sanvice Date To
Piace of Senvce: v
* Procedura Code: Moaers: 1: 2 3 +
* Submited Charges: $ DisgresisPonters*1: | v| 2z v| 3| v &

tered sevioe fne.

Previously Entered Line item information

Click 2 Line No. below to view/update that Line Item Information. Total Submitted Charges: § 87.22
Line Service Dates Modifiers Diagnosis Prtrs
e Cota Submitted | L PA
No From To 1 2 3 4 1 2 3 4 Charges Number
1 10/01/2021 10/01/2021 H2014 us 1 87.22 7 Delate or Other Service Info

Note: Submitted charge and number of units must be for this billing period.
4. Click Save Template. Click Close.

Note: Repeat the process of checking that a femplate is complete for each of the
templates that will be included in the batch.
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5. The Claims Template List appears.
6. Toinclude all the templates on the list in a batch, click Create Batch All.
O Ciose [+ E5S
H§  Create a Claim Template -~
Type Of Claim:  Profassional v "
S Eot @Vew ©Delete @ SaverAsiCopy o Create Batch B Auto Batex
#  Claims Template List -~
Filter By : v And v ©Go [ Sevefilter Y My Fiters v
Tomndate Name Tvne | ast | indated Ry Last Updated Date
= = SEdt @View @Delete | @ SaveAsCopy | < Create Baich < Create Barch A | B Auto Batch P AT
K 6 @  Claims Template List 02/01/2021
IM s " e s 020172021
S 0 Frofessional 02/012021
J w Frofessional 020172021
1'd F Professional 02012021
D s Professiona 02/01/2021
View Page: 2 ©OGo  $PageCount (@ SaveToXLS Viewing Page: 1 « ¥ < P > Nedt M Lam

Note: If you have a large number of templates, you can use the 'Filter By' function to
customize the template list so that you can use 'Create Batch All'.

7. Instead of including all templates in the batch, you can instead select specific
templates to include in the batch.

8. Click on the box next to the desired templates to include in the batch.
9. Click Create Batch.

Type Of Claim: Professional v

# Edit  ®View @ Delete @ SaveAs/Copy | =k Create Baich | = Create Batch All

10. A pop-up appears asking, Are you sure you want to create Batch?
11. Click OK.
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12. The Batch Claim Attributes screen appears.
13. Select Professional under Claim Type.
14. Enter From Date of Service.
15. Enter To Date of Service.
Batch Claim Attributes: -~

Claim Type: Professional v

From Date of Service:

To Date of Service:

@ 5uild Batch | | © Cancel

Notes:

¢ The Date of Service will be changed on all the service lines on each template. All claims
within the template must be for services provided on the date entered.

¢ The Date of Service can only be a single day.
e A daterange can be used only if:
o Allunit types are daily or monthly (Few medical codes are daily or monthly)
o Days are consecutive (worked in a row)
o All days are within the same calendar month or include entire months
o # of units on templates equals the days or months within the range
o All the templates have the same date range
16. Click Build Batch.

Batch Claim Attributes: A
Claim Type: Professional v
From Date of Service: 12/15/2021 =]
To Date of Service: 1212212021 &

© Build Batch | | € Cancel
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17. Batch Number appears along with the number of total claims included in the batch.

18. Click Cancel

Batch Number is 128079178517 3. Total claim templates selected = 3.

Batch Claim Attributes:

Claim Type: Professional v
From Date of Service: 12/15/2021 :::]

To Date of Service: 12/22/2021 =

© Suild Baich | | € Cancel

Your claim has been built, but it has not yet been submitted.

19. Repeat the process to create additional batches. Or click Close to return to the
Provider Portal.

Notes: After a batch is created, ProviderOne checks the batch to ensure the templates
have complete claim information:

* Passed Validation means all the templates have complete, valid information
and the batch can be submitted.

¢ Failed Vdlidation means one or more items within the batch is not valid and the
batch cannot be submitted.

* See pages 50-54 for directions on how to revalidate a template batch.
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Revalidating a template batch

After a template batch is created, ProviderOne checks the batch to ensure the biling data is
valid. This section shows how to check the validation of a template batch and how to
revalidate a template batch that has failed validation.

1. From the Provider Portal, click Manage Batch Claim Submission.

Claims v

Claim Inquiry

Claim Adjustment/Void

On-line Claims Entry

On-line Batch Claims Submission (837)
Resubmit Denied/Voided Claim
Retrieve Saved Claims

Manage Templates

Create Claims from Saved Templates

Manage Batch Claim Submission

2. The Batch Claim Submission Status List appears.

Pass Validation means all the templates have complete, valid information and the
batch can be submitted.

Failed in Validation means one or more items within the batch is not valid and the
batch cannot be submitted.

3. To view why a batch failed validation, click on the blue hyperlinked batch number.

» Provider Portal 5> Batch Claim Submission Status List

[« J W ® View Claims || (¥ Revalidate || @ Delete

Batch Claim Submission Status List -~

| Filter By v| And | Filter By v ®Go

B Save Filter ¥ My Filtersv

Batch Number Type Created By Batch Creation Date Status FromDOS ToDOS Total Billed Amount Claim Count Submitted Claim Count
O AV AY AY AV AV AV AV AY AV AV
(@] 3857 Professional S 04/29/2025 Submitted for Claims Loading  01/01/2025 01/01/2025 $600.00 4 4
O "3862 Professional = 04/29/2025 Submitted for Claims Loading  01/10/2025 01/10/2025 $600.00 4 4
0 3858 Professional s 04/29/2025 I Failed in Validation I 01/06/2025 01/06/2025 $300.00 5 0
View Page: 1 ] [@s0 (d saveToxLs Viewing Page: 1 «Fist | €Prev | ¥ Next 9 Last
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4. The View Template List from Batch screen appears.
5. Click on blue hyperlinked Invalid status.
» Provider Portal > Batch Claim Submission Status List 5 View Template List for Batch
[xJo ol @ Revalidate
View Templates List from Batch -~

| Filter By v ; And  Filter By v ®Go

B save Filter ¥ My Filtersv

Template Name Status Claim Type
AY AY AY
Valid Professional
Valid Professional
Invalid Professional
Invalid Professional
Invalid Professional
View Page: | 1 | ®co I Page count SaveToXLS Viewing Page: 1 & First £ Prev > Next » Last

6. Template Validation Errors pop -up appears.
7. View and make note of the Error Description (e.g., ‘'service code is invalid/empty”).

8. Click Cancel.

Template Validation Errors -~

Template Name: “oow i Ny

i Client ID: =EEAWA

Error Description: Atleast there should be one line on the claim

| © cancel

9. Next, click on the Template Name.

10. The template displays.

11.To correct an error:
Click on the line number you need to fix.
Basic Line Information populates.
Enter missing data/correct error.

Click Update Service Line ltem.
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12. Click Save Template.

13 Reset

© View Claims || (& Revalidate || @ Delete

- ;
Social Service Batch Claim Submission Status List M

-~
Filter By : v And v ®Go A save Filter Y My Filters v
. Batch Number Type Created By.Batch Creation Date Status, Erom DOS, Jo.DOS, JotalBilled Amount  Claim Count Submitted Claim Count
U AV av Av Av AY Av AV N4 AV AV
1280791780383  Professional 12/22/2021 Failed in Validation 12/01/2021  12/22/2021 $196.39 3 0
e ianviuany wus. | 1USVIVIULUA
@ s the Billing Provider also the Rendering Provider? @VYes ONo
@ s this service the result of a referral? (OYes @No
SUBSCRIBER/CLIENT INFORMATION
SUBSCRIBER/CLIENT
* Client ID: WA
Additional Subscriber/Client Information
@ s this claim for a Baby on Mom's Client ID? (OYes @No
@ *Is this a Medicare Crossover Claim? (OYes @No
OTHER INSURANCE INFORMATION
CLAIM INFORMATION
Go to Other Claim Info to include the following claim detail information:
dzedd dioeData Licel aual Do MioeDalas Tast Resuls oo E
. . . .
13. After fixing any errors, click Revalidate.
. o e .
14. The Batch Claim Submission Status List appears.
. oze
15. The status will show as Waiting.
16. Refresh the page.
> Provider Portal 5 Batch Claim Submission Status List
[« JOUW @ View Claims || & Revalidate | @ Delete
i#  Batch Claim Submission Status List -
‘ Filter By v‘ And  Filter By v ®Go
A save Filter ¥ My Filtersv
Batch Number Type Created By Batch Creation Date Status FromDOS ToDOS Total Billed Amount Claim Count Submitted Claim Count
O AY AV AV AY AV AV AV AV AV AY
(m) 3858 Professional e sy 04/29/2025 01/06/2025 01/06/2025 $750.00 5 0
(m] 3857 Professional Beesdii 04/29/2025 Submitted for Claims Loading  01/01/2025 01/01/2025 $600.00 4 4
(m] 3862 Professional Smsmm= 04/29/2025 Submitted for Claims Loading  01/10/2025 01/10/2025 $600.00 4 4
View Page: 71 g Go SaveToXLS Viewing Page: 1 &« First

¥ Next » Last

17.1f the status changes to Passed Validation, the batch can now be submitted.
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Submitting a template batch
After you have created and revalidated your Template Batch, you are now ready to submit
the Template Batch for processing. To submit a template batch:

1. From the Provider Portal, click Manage Batch Claim Submission.

ProviderSne My Inbox ~

o 2 ~  Profile: EXT Provider Social Services Medical

> Provider Portal

ProviderOne Id/NPI : / Name:
Online Services O & ManageAlerts.
Claims + i  MyReminders
Claim Inquiry
Filter By v - Read Status

Claim Adjustment/Void
On.line Claims Entry

On-line Batch Claims Submission (837) 0o Alert Type
Resubmit Denied/Voided Claim AY
To all ProviderOne users Christmas and New Year's holid
Retrieve Saved Claims ()| BrGABeAST MESSAGE 5 s :
Manage Templates observance of both Christmas and New Year's holiday wil

Create Claims from Saved Templates

i 5 Go Page Count || @
Manage Batch Claim Submission ©pekete | View Page: | 1 ©6o || 4 Page Count | @ SaveToxLs

Client v

Client Limit Inquiry Your Rece Claims v

Benefit Inquiry 2 Youhaveloggec Claim Inquiry
Payments v || W Previous Site Vit ¢1aim Adjustment/Void
View Payment % LastloginPass' o jing Claims Entry
View Capitation Payment @ Lastlognfaled| ¢, line Batch Claims Submission (837)
Managed Care A Resubmit Denied/Voided Claim
View Enroliment Roster Retrieve Saved Claims
View ETRR
Manage Templates
Prior Authorization v 2 tes
On.line Prior Authorization Submission Manage Batch Claim Submissio
Prior Authorization Inquiry
Provider v

Provider Inquiry
Manage Provider Information
Initiate New Enroliment

2. From the Batch Claim Submission Status List, click on the box next to the desired batch.
(Note: A batch must pass validation before it is submitted.)

Batch Number Type Created By Batch Creation Date Status FromDOS ToDOS Total Billed Amount Claim Count Submitted Claim Count
AY AV AY AY AY AY AY AV AY AY
(J 1280775980983 Professional BenavSC  04/06/2018 Passed Validation 03/27/2018 03/31/2018 $525.00 d 0

3. Click View Claims.

Q View Claims | & Revalidate || @ Delete

& View Claims

Social Service Batch Claim Submission Status List —_— -

Filter By : v And v ®Go A saveFilter ¥ My Filters v

Batch Number Type Created By Batch Creation Date Status From DOS To DOS Total Billed Amount Claim Count Submitted Claim Count

Ay Av Av Av AY Av Av AV Av av

() 1280791780383  Professional 12/22/2021 Passed Validation 12/01/2021  12/22/2021 §196.39 3 0
(] 1280791351764  Professional 10/15/2021 Submitted for Claims Loading 10/01/2021  10/12/2021 $1,410.96 2 2
[ 1280791351763  Professional 10/15/2021 Submitted for Claims Loading 09/01/2021  09/30/2021 $3,527.40 2 2
(J 1280791351751 Professional 10/15/2021 Submitted for Claims Loading 10/01/2021  10/05/2021 $587.90 2 2
[0 1280791351748 Professional 10/15/2021 Submitted for Claims Loading 10/06/2021  10/12/2021 $823.06 s 2
[ 1280791351741 Professional 10/15/2021 Submitted for Claims Loading 10/01/2021  10/12/2021 $57.48 1 1
[0 1280791351718 Professional 10/15/2021 Submitted for Claims Loading 10/01/2021  10/12/2021 $2,130.96 2 2

View Page: 2 ® Go || 4 Page Count SaveToXLS Viewing Page: 1 &« First | € Prev > Next || 9 Last
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4. Claims Created from Batch List appears.

5. Each template batch is assigned a System-Generated Claim ID.

» Provider Portal ) Batch Claim Submission Status List ) Claims created from Batch List
[ JORLl @ submit Batch | @ SubmitAll || @ Delete

Claims created from Batch List -

1 Filter By v And | Filter By L ® Go

A Save Filter ¥ My Filtersv

Link] System Claim ID Name Client ID Patient Responsibility From Date Of Service To Date Of Service Client Class Code Client Last Name
AV AY AY AV AV AY AY AV AY
o» -0001 — R TEFTWA 01/10/2025 01/10/2025
or -0002 = = “ =AWA 01/10/2025 01/10/2025 B =
o» -0003 o = WA 01/10/2025 01/10/2025
or -0004 i haiies  MWTEAEWA 01/10/2025 01/10/2025
View Page: | 1 ] ®Go I Page Count SaveToXLS Viewing Page: 1 < Fist | € Prev ¥ Next » Last

Note: The System-Generated Claim ID is the batch number. This is not the same as the
TCN (claim number). The TCN will be generated after you submit the batch.

6. You can submit all or some of the listed claims.

To submit some of the claims, click the box next to the desired claims and click Submit
Selected.

To submit all of the listed claims, click on Submit Entire Batch.

> Provider Portal ) Batch Claim Submission Status List > Claims created from Batch List

[« Yo" @ Submit Batch = @ Submit All [Q Delete

Claims created from Batch List -~

Filter By v| And | Filter By L ®Go

B Save Filter ¥ My Filtersv

Link System Claim ID Name Client ID Patient Responsibility = From Date Of Service To Date Of Service Client Class Code Client Last Name
AV AY AY AV AY AY AY AV AY
o» -0001 e TR FIWA 01/10/2025 01/10/2025
o» -0002 — -— © WA 01/10/2025 01/10/2025 -
o» -0003 e _ » WA 01/10/2025 01/10/2025
or -0004 i) haiies  MWTEABWA 01/10/2025 01/10/2025
View Page: | 1 ®co SaveToXLS Viewing Page: 1 «Fist €Prev | ¥ Next 9 Last

Note: A batch can only be submitted one time.

7. After submitting the batch, the System-Generated Claim ID is replaced with the
Transaction Control Number (TCN). Click Close.
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8. Batch Claim Submission Status List appears and shows Status and Submitted Claim
Count. Click Close.

Provider Portal Batch Claim Submission Status List

ol.m- @ Revaldate @ Delete

i##  Batch Claim Submission Status List -~

Fiter By v And Filter By v ®co

A Save Fiter ¥ My Flltersv

Batch Number Type Created By Batch Creation Date Status FromDOS ToDOS Total Billed Amount Claim Count Submitted Claim Count
(& AY AY AY AY AV AY AY AY AY AY
M 3857 Professional S 0472972025 Submstted for Claims Loading  01001/2025 01/01/2025 $600.00 B 4
0 3862 Professonal  amamsd 04202025 Submutted for Claims Loading  01/10v2025 01/10/2025 $600.00 B 4
O 3858 Professional N 047202025 Failed in Valkiation 01/08/2025 01/06/2025 $300.00 5 0
View Page: 1 0} | I @ saveToxLs Viewing Page: 1 «rst € > HNex  »
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Adjust, void, and resubmit professional claims

There are times when a previously paid claim needs to be adjusted, meaning a change to the
dates, units or other details; or voided meaning to change the claim so it is no longer in paid
status. This section will also discuss how to resubmit a claim that has been denied or voided.

Adjusting paid claims

There are times when you (or DSHS) may need to adjust a claim. An example of when a claim
may need to be adjusted is if the original claim had incorrect data (incorrect code or date
claimed). Note: Only claims in PAID status can be adjusted.

To adjust a paid claim: Onllee Sarvices Q
1. Login to ProviderOne using one of the —

following WA Cares profiles. Claims v
EXT Provider Claims Submitter Claim Inquiry
Claim Adjustment/Void
EXT Provider Eligibility Checker-Claims On.line Claims Entry
Submitter On-line Batch Claims Submission (837)
EXT Provider Super User Resubmit Denied/Voided Claim

Retrieve Saved Claims
| Manage Templates |
3. The Provider Claim Adjust Void Search screen Create Claims from Saved Templates
appears. There are search requirements to Manage Batch Claim Submission
be aware of when searching for claims.

2. Click Claim Adjustment/Void.

4. The Provider NPI associated with the domain currently in use will automatically be listed
in the Provider NPI drop-down. You can search by TCN, or Client ID and Claim Service
Period.

Provider Claim Adjust Void Search
Provider™ne
Please enter a Provider NPI and enter available information in the remaining fields before clicking *Submit'. m
> Provider Portz
» Required: TCN or Client ID AND Claim Service Period (To date is optional)
* You may Adjust/Void claims processed within the past four years =
» The Claim Service Period From and To date range cannot exceed 3 months
T Only paid claims satisfying the selection criterion will be returned

* You may Adjust/Void claims processed within the past four years
« The Claim Service Period From and To date range cannot exceed 3 months
= Only paid claims satisfying the selection criterion will be returned

© Close © Subi
Provider

Please enter a Pr¢

Provider NPI: i v
TCN:

Client ID:

L}

Claim Service Period From:

Note: Search requests must be for claims submitted within the last 60 days. If you enter Claim
Service Period From date, the range cannot exceed three months.
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5. The Provider Claims Adjust Void List appears.
6. Check the box next to the TCN you want to adjust.

7. Click Adjust.

o kil © Adust | @ Void Claim

i Provider Claims Adjust Void List

-~

Child
Ten

AY

Client Name Client ID
AY AY

Date of Claim Charged Claim Payment
TCN Claim Status ! L ' U

O Service Amount Amount
AV AY
AV AvY AY
1: For more detailed information, see remittance rma g
(| p==eem—— 021052016 | ico $212.50 $212.50 ; = LEITEEWA
I |58,

View Page: 1 ®Go  Page Count | SaveToXLS Viewing Page: 1 &« Fist € Prev 9 Next |9 Last

Note: The populated list will show the TCN, Date of Service, Claim Status, Claim
Charged Amount, Claim Payment Amount, Client ID and the Administration providing

services for the client.
8. The Adjust Professional Claim page appears.
9. This screen is similar to the Billing Scree; however, the page includes an Original TCN.
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10. If you just need to reprocess the claim and do not need to change any information on

the claim (example there has been a rate change or a change to the client

responsibility amount), click Submit to reprocess the claim.

Provdertys M box -

()  LTemy, TavaresJ v  Profile: EXT Provider Social Services Medical |§ Notepad A Reminder

> Provider Portal > Provider Claim Adjust Void Search > Provider Claims Adjust Void List > Adjust Professional Claim
[x[XCW @ Submit Claim

#  Adjust Professional Claim

Note: asterisks (*) denote required fields.
Basic Claim Info Other Claim Info

Billing Provider | Rendering Provider | Subscriber | Claim | Service

ADJUSTMENT INFORMATION

* Original TCN: | pre EaEaaan

PROVIDER INFORMATION

Go o Other Claim Info to enter for Referring g, Sup g and other providers.
BILLING PROVIDER
* Provider NPI: id * Taxonomy Code: | 163W00000X X
@ ™ Is the Biling Provider also the Rendering Provider? (®Yes ONo
© " Is this service the resull of a eferral? (Yes(eNo

SUBSCRIBER/CLIENT INFORMATION
SUBSCRIBER/CLIENT
* Client ID: WA
Additional Subscriber/Client Information
€ s this claim for a Baby on Mom's Client ID? (Yes@No
@ * Is this a Medicare Crossover Claim? (Yes@No

OTHER INSURANCE INFORMATION

Note: If you need to make changes to the claim before resubmitting, see:

Modifying Service Line data

Adding Service Lines

Voiding Service Lines

@ External Links & Print @ Help|

-~
Billing Instruction:
Submitter ID:  # S
0y
Tol
-~

11.1f all service line information is entered and checked for accuracy, click Submit Claim at

the top of the screen.

12. A message will appear asking, Do you want to submit any Backup Documentation?

Certain shared services* require backup documentation, such as a denial from another
payer; however, WA Cares does not require back up documentation. If you would like
to include it for your own records, select OK and upload the documentation before

confinuing to submit the claim.

If no backup documentation is needed, select Cancel and confinue submitting the

claim.
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13. Once you have clicked Submit, the Adjust Professional Claim Details page appears.
Please note, the adjusted claim will have a new TCN number. This allows for tracking of
the changes made to the original claim.

14. Claim details will include the new TCN, Original TCN, Provider NPI, Client ID, Date of
Service and Total Claim Charge.

15. To complete claim submission click Submit.

APrint @ Help

Adjust Professional Claim Ratail -~
TCN: i """

Original TCN: = e ——
Provider NPI: == Js=is
= Client ID: TSNS
Total CI Date of Service: 02/05/2016-02/26/2016

Please click "Add Attachment” button, TOtal Claim Charge: $ 212.50 @® Add Attachment

Adjust Professional Claim Details

Line No = File Name Attachment Type Transmi A Erint Details Q Print Cover Page ° Submit

AY AY AY =

Notes: Make sure to click Submit on this screen. No Records Found! refers to attachments such
as backup documentation. If you did not attach necessary documents earlier you may do so
here by clicking Add Attachment. If you do not have any attachments, you can ignore this
message.
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16. Once the claim is processed by ProviderOne, the adjustment is complete.

17.The claim details will be available in the Adjustments category of your next Remittance
Advice (RA). For information on how to view your RA, see the View and Download RA.

Modifying service line data
1. Click on a Service Line Number.

Note: Please you have entered any y claim inft ion (found in the other sections on this or another page) before adding this service line.

© Add Service Line Item = #' Update Service Line ltem
Previously Entered Line item Information

Click a Line No. below to view/update that Line Item Information. Total Submitted Charges: $ 212.50

Diagnosis
Line [Service Dates Modifiers Submitted
No Code Charges ::mbn
rom To 1 2.3 a1 12 '3 4
1 2/05/2016 02/05/2016 H2019 1 85 4 Void or Other Service Info
2 2/26/2016 02/26/2016 H2019 1 127.5 6 Void or Other Service Info

2. The corresponding service line information appears. Make needed changes to the
data fields.

3. Click Update Service Line ltem.

BASIC SERVICE LINE ITE 2 02/26/2016 02/26/2016 H201S

mm aa ceyy mm dd ceyy
= Service Date From: 02 26 2016 = Service Date To: 02 26 2016
Place of Service:  12-Home v
* Procedure Code: H2019 Modifiers: 1: Zz 3 4:
* Submitted Charges: $ 1275 Diagnosis Pointers: *1: |1 V| 22 [v| 31 [v] & |v|
*Units: 6

Medicare Crossover Items
National Drug Code:

Drug Identification

Prior Authorization

Additional Service Line Information

Note: Please ensure you have entered any necessary claim information (found in the other se / Update Service Line ltem
© Add Service Line ltem™ | # UPGale Service Lime wem .+

4. The service line updates with the new information.

5. Go to page 70 to finish the adjustment process.
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Adding dates of service
To add a date of service to a previously paid claim:

1. Enter Basic Service Line information.
2. Click Add Service Line item.

3. The new service line appears.
4

Add the new dates of service, then go to page 70 to finish the adjustment process.

BASIC SERVICE LINE ITEMS

mm dd coyy mm dd coyy
* Service Date From: * Service Date To:
Place of Service: X_J
* Procedure Code: Modifiers: 1: 2: 3: 4
* Submitted Charges: $ Diagnosis Pointers: * 1: (V| 22 [v| 3 [v] & |v|

* Units:
Medicare Crossover Items
National Drug Code:

Drug Identification

Prior Authorizat

additional servil | @9 Adld Service Line ltem

Note: Please ensure yol r sections on this or another page) before adding this service line.

© Add Service Line item  # Update Service Line Item

Previously Entered Line Item Information
Click a Line No. below to view/update that Line Item Information. Total Submitted Charges: § 212.50
Diagnosis

Line Service Dates Modifiers
- s Petie ::l:muu T :A
From To 1123 41 2 3 4
1 02/05/2016 02/05/2016 H2019 1 85 4 Void or Other Service Info
2 02/26/2016 02/26/2016 H2019 1 127.5 6 Void or Other Service Info
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Voiding service line data within a paid claim
1. Determine which line needs to be voided in the Previously Entered Line ltem Information

section.
2. Click Void at the end of the line you wish to remove.
Previously Entered Line Item Information

Click a Line No. below to view/update that Line Item Information. Total Submitted Charges: $ 212.50
Modifi Diagnosis

Line Service Dates Pnt Submitted
No Charges o] ::mbor
From To 1 2|3 41 23 4
1 02/05/2016 02/05/2016 H2019 1 85 4 Void pr Other Service Info
2 02/26/2016 02/26/2016 H2019 1 127.5 6 Void or Other Service Info

3. The line disappears from the claim, and any subsequent lines will change numbers to
match the new order.

4. Go to page 70 to finish the adjustment/void process.
Voiding a paid claim
To void an entire paid claim:
1. Locate and select the claim you wish to void (see pages 62- 63).
2. Check the box next to the TCN.
3. Click Void Claim.

Note: You should only void an entire claim if you should not have been paid for any of
the claim line details associated with the TCN. Voiding a claim will result in
overpayment. This means you must pay DSHS back the original paid amount.
ProviderOne does not automatically take the money back. See Overpayments.
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4. The Void Professional Claim page appears with all the fields grayed out.

5. Please note the specific TCN.

> Provider Portal > Provider Claim Adjust Void Search > Provider Claims Adjust Void List > Void Prc

© Subm Giam

Void Professional Claim

Note: asterisks (*) denote required fields

VOID INFORMATION

Basic Claim Info

Billing Provider | Rend

VOID INFORMATIC( * Oﬁginal TCN: = EmsmmEE
= Original TCN: &

PROVIDER INFORMATION

Go to Other Claim Info to enter for _ g. Supervising and other provi

BILLING PROVIDER

* Provider NPI R * Taxonomy Code: 163W00000X
@ * Is the Billing ider also the i ider? @Yes (ONo
€ * Is this service the result of a referral? (Yes @No

SUBSCRIBER/CLIENT INFORMATION
SUBSCRIBER/CLIENT
* Client ID: | TEENESENWA
Additional Subscriber/Client Information
e Is this claim for a Baby on Mom's Client ID? (Yes (®No
€@ ~ Is this a Medicare Crossover Claim? (OYes @No
OTHER INSURANCE INFORMATION

6. To void this claim, click Submit Claim.

7. The Void Professional Claim Detail appears. The voided claim will have a new TCN
number. This allows for tfracking of the changes made to the original claim.

8. Claim details will include the new TCN, Original TCN, Provider ID, Client ID, Date of
Service and Total Claim Charge.

9. Click Submit to submit the voided claim.

10. Check your next RA to confirm the claim processed the way you expected it to.
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Resubmitting denied or voided claims
The main reasons a denied claim may need to be resubmitted include:

* The authorization was in error when the claim was originally submitted, causing the
claim to be denied. The error has been resolved, and the denied claim now needs to
be reprocessed.

* Claiminfo had an incorrect date, service code, or units causing the claim to be
denied.

A voided claim may need to be resubmitted if a provider discovered they voided the paid
claim in error.

To resubmit a denied or voided claim:
1. Login to ProviderOne using the EXT Provider WA Cares Funds Medical profile.
2. Click on Resubmit Denied/Voided Claim.

Online Services Q

—

Claims v

Claim Inquiry

Claim Adjustment/Void

On-line Claims Entry

On-line Batch Claims Submission (837)
Resubmit Denied/Voided Claim
Retrieve Saved Claims
Manage Templates

Create Claims from Saved Templates

Manage Batch Claim Submission

3. The Provider Claim Model Search page appears.

4. The Provider NPI associated with the domain currently in use will automatically be listed
in the Provider ID drop-down.
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5. To find the claim you need to resubmit, you can search by TCN, or Client ID and Claim
Service Period.

i Provider Claim Model Search

Please enter a Provider NPI and enter available information in the remaining fields before clicking *'Submit'.

» Required: TCN or Client ID AND Claim Service Period (To date is optional)

* You may Model claims processed within the past four years

* The Claim Service Period From and To date range cannot exceed 3 months
_* Only denied and voided claims satisfying the selection criterion will be returned

Provider NPl: & = = v
TCN:
Client ID:
Claim Service Period From: &
Claim Service Period To: [

6. Once you enter the necessary search criteria, click Submit.

Note: Search requests must be for claims submitted within the last 60 days. If you search
using the Claim Service Period From/To dates, the date range cannot exceed three
months.

7. The Provider Claims Model List appears. Only claims that have been denied or voided
will be shown here.

8. Check the box next to the TCN. Click Retrieve.

#  Provider Claims Model List A
o TCN Date of Service Claim Status Claim Charged Amount Claim Payment Amount Client Name Chent ID

= AY AY AY AY AY AY Av

¥ | emim 01152015 1: For more detalied information, see remittance advice $6000 $000

View Page: 1 Q60 $PaeCont  [@SewTolS Viewing Page: 1 Wrt € Pev ) Net ) Last
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9. If you do not need to make any changes and just need to resubmit the claim for
reprocessing, click Submit Claim.

10. If you need to make changes to the claim before resubmitting, make these changes
NOW.

11. The change options when resubmitting a claim are the same as when adjusting a
claim. (Common items you may need to add or update on a denied claim: taxonomy;
authorization number; diagnosis code; modifier; date of service.)

12. After updating information, click Submit Claim.
13. A message will appear asking, Do you want to submit any Backup Documentation?

Certain shared services* require backup documentation, such as a denial from another
payer; however, WA Cares does not require back up documentation. If you would like
to include it for your own records, select OK and upload the documentation before
continuing to submit the claim.

If no backup documentation is needed, select Cancel and continue submitting the
claim.

14. The Submit Professional Claim Details page appears. The resubmitted claim will have a
new TCN. This allows for tracking of the changes made to the original claim.

15. To complete claim submission, click Submit.

16. Check your next RA to confirm whether the claim processed the way you expected it
fo.
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VIEWING CLAIM STATUS AND PAYMENTS

This section addresses the following:

* Overpayments.

e Claim Status Inquiry and Viewing Remittance Advice.

Overpayments

This section explains the difference between offset and non-offset adjustments, how to
identify an overpayment on the remittance advice (RA), and how to work with the Office of
Financial Recovery (OFR) to repay any overpayments that resulted from a non-offset
adjustment.

Overpayments can be generated when a paid claim is voided or adjusted.

Note: When an overpayment occurs, you will see it in the Adjustments Summary on
page two of your remittance advice (RA). You will also receive an overpayment letter,
which will identify the payment details for your original paid claim.

Overpayments resulting from voided claims
* When a claim is voided, it will always generate an overpayment because DSHS has
paid out money for a claim that is no longer in paid status. The overpayment will default
to non-offset in ProviderOne and will be sent to the Office of Financial Recovery.

e You should only void a claim if you shouldn't have received payment, but this applies
specifically to situations where the entire claim was submitted in error and needs to be
completely canceled. If a claim has multiple lines and some of the lines are correct and
some are incorrect (i.e., incorrect date billed), you would adjust the claim rather than
void it.

Overpayments resulting from adjusted claims
* When a claim is adjusted, an overpayment may be generated if the new paid amount
is less than the original paid claim amount.

* When a claim is adjusted and an overpayment is generated, ProviderOne will default
to non-offset and the overpayment will be sent to the Office of Financial Recovery.

Non-offset

This is the default adjustment option for WA Cares Fund Providers. When a debt (overpayment)
is created as a result of a voided or adjusted claim, the overpayment is sent to the Office of
Financial Recovery (OFR).

OFR mails you a Vendor Overpayment Notice which provides the overpayment amount,
payment instructions, as well as information on how to request an administrative hearing if you
disagree with the overpayment.
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The notice will list the TCN (claim #) that was adjusted/ voided and there will be a reason
code on the notice that gives some information as to why the claim was adjusted or voided.

You should also review your remittance advice (RA) associated with the adjustment to see the
specific days or service lines being recouped. The RA will be generated and available in
ProviderOne on the Friday before the week the overpayment notice is generated.

Offset

When a claim is adjusted as 'offset' and an overpayment occurs, the overpayment is not
referred to OFR. You might not receive a Vendor Overpayment Nofice if the entire amount is
recouped. If you do receive a Vendor Overpayment Notice, you will not have administrative
hearing rights to dispute the overpayment.

With this option, the overpayment amount will be deducted from future paid claims in
ProviderOne within a 6-month window. After 6 months, if the debt is not satisfied, any
remaining balance will be sent to OFR for recovery as a non- offset adjustment.

You can track offset claim payments on Page 2 of your RA in the Adjustments Summary. You
can also call OFR to confirm your current overpayment balance.

To adjust a claim as 'offset', you must contact HCA at 1-800-562-3022 or online prior to
adjusting the claim. You must include the claim # (TCN) that needs to be adjusted. After
contacting HCA, they will adjust the claim as offset for you.

If a claim has already been adjusted as 'non-offset' but you want to pay the overpayment via
future claim payments, you can contact OFR to request this.
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Inquiry and viewing remittance advice
This section explains how to view claim status in ProviderOne as well as how to view the
remittance advice (RA).

Providers may need to view the status of a claim in ProviderOne if they can't locate the claim
on the RAs.

RAs provide a detailed breakdown of paid, denied, adjusted, and in process claims. RAs are
available in ProviderOne each Friday. To ensure claim submissions processed correctly, it is
important for providers/billers to review their RAs as soon as they become available in
ProviderOne.

WCF Claims ~

WCF Claim Inquiry

WCF Claim Adjustment/Void

WCF Billing Screen

WCF Batch Upload

WCF Batch Upload Status

WCF Resubmit Denied/Void

WCF Retrieve Saved Claims

WCF Manage Templates

WCF Create Claims from Saved Templates

WCF Manage Batch Submission

Claim inquiry
For WA Cares Fund (non-medical) claims:

* Login using the appropriate profile

* From the Provider Portal, click WCF Claim Inquiry (under the WCF Claims section).
For WA Cares Fund (medical/professional) claims:

* Login using the appropriate profile

* From the Provider Portal, click Claim Inquiry (under the Claims section)
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1. The Claim Inquiry Search page appears.

2. Your Provider ID (Domain) should auto-populate in the Provider ID field.

3. Enter your search criteria to search for a claim. You can search for a claim multiple
ways:

e TCN (claim number)
¢ Client ProviderOne ID and Claim Service Period

* Authorization number and Claim Service period

[ ToNEC | @ submit

Provider WCF Claim Inquiry Search

Please enter a NPl/Provider ID and enter available information in the remaining fields before clicking 'Submit".

» Required: TCN OR Client ID AND Claim Service Period (To Date is optional) OR WCF Pre-Authorization Number AND Claim Service Period (To Date is optional).
» You may request status for claims processed within the past four years
» The Claim Service Period From and To Date range cannot exceed 3 months

NPl/Provider ID:| 1006131 v *
TCN:
Client ID:

WCF Pre-Authorization Number:

Claim Service Period From:

Claim Service Period To:

4. To search byTransactionControlNumber (TCN)/Claimnumber:
* Enter Transaction Control Number (TCN) in the TCN field
* Click Submit

© Submit

Provider WCF Claim Inquiry Search

Please enter a NPl/Provider ID and enter available information in the remaining fields before clicking 'Submit'.

» Required: TCN OR Client ID AND Claim Service Period (To Date is optional) OR WCF Pre-Authorization Number AND Claim Service Period (To Date is optional).
» You may request status for claims processed within the past four years
» The Claim Service Period From and To Date range cannot exceed 3 months

NPI/Provider ID: | 1006131 w|*

TCN:

Client ID:

WCF Pre-Authorization Number:

Claim Service Period From:

Claim Service Period To:
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5. To search by Client ID or Authorization number:

* Enter either the:

o Client ID number or

o WCF Pre-Authorization number
* Enterthe:

o Claim Service Period From date (Required)

o Claim Service Period To date (optional)

Note: The date range cannot exceed three months.

* Click Submit.

[+JelS @ submit

Provider WCF Claim Inquiry Search

Please enter a NPI/Provider ID and enter available information in the remaining fields before clicking "Submit’.

» Required: TCN OR Client ID AND Claim Service Period {To Date is optional) OR WCF Pre-Authorization Number AND Claim Service Period (To Date is opfional).
« You may request status for claims processed within the past four years
» The Claim Service Period From and To Date range cannot exceed 3 months

NPI/Provider ID: | 1006131 v |*
TCN:
Client ID: +——
WCF Pre-Authorization Number: e
Claim Service Period From: «— B
Claim Service Period To: “—E

Note: ProviderOne will only return results when the Header TCN From/To Date are within
your searched dates. If the Header TCN date range is outside of your search dates, the
claim won't show in search results.

Example: The claim From Date is 4/27/25 and To Date is 5/2/25. If you enter 5/1/25 as
the 'Claim Service Period From' date in your search criteria, the claim will not show up in
the search results. You must enter 4/27/25 as the 'Claim Service Period From' date.
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6. Inquire Claims List appears showing search results. Here you can view: TCNs; Claim
Status; Claim Payment Amount.

ProviderID: 1 1

#  Inquire Social Service Claims List -~
Authorization From z RA Claim Charged Claim Payment 3
TCN To Date Claim Status RA Date Client Name Client ID
Number Date Number Amount Amount
AY AY AY AY AY AY
AY AY AY AY AY
F1.Finalized/Payment-The claim/line has been
652 0001 3 08/01/2020 08/02/2020 o 08/06/2020 5 8 $175.78 $0.00 1 WA
View Page: 1 ©Go | 4Page Count || & SaveToXLS Viewing Page: 1 Claim ¢rev 3 ned | »
TCN Claim Status Payment
N Ay Amount
F1:Finalized/Payment-The AY
652 000 claim/line has been paid.
$0.00

7. Click on the blue hyperlinked TCN to view more information.

8. After clicking the TCN, Claim Details appears. Here you can view: Status Category
Code; Status; and Charge and Payment amounts. Scroll down to see additional
information.

1: For more detailed
Status: information, see remittance

advice.

Claim Details -

Status Information Effective Date: 11/17/2021

Status Category Code: F1:Finalized/Payment-The claim/line has been paid.

TCN: 652 000
Status Category Code: F1-Finalized/Payment-The claim/line has been paid. Status: 1: For more detailed information, see remittance advice
Service Period: From 08/01/2020 To 08/02/2020

Bill Type Identifier:

: $175.78
$0.00

Charged Amount:
Payment Amount:
Charged Amount: $175.78
Payment Amount: $0.00 e

Name or Servicing Organization:

#  Client Data

Name:

Patient Control Number:

Payer Data

Name:

Updated March 18, 2026

: WASHINGTON STATE DSHS MAA

Adjudication or Payment Date: 08/06/2020
Check Issue or EFT Effective Date: 08/06/2020

Check or EFT Trace Number:

Remi/Remark Codes

Client1D: 1

Identification: 77045
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9. As you scroll down, you can see Unit Item Detail Data and Information Receiver Data.

#  Unit item Detail Data -~
1 Status Effective Date: 11/17/2021 Product or Service ID Qualifier:
Status Category Code: F1
Status: 1
Procedure Code: T1020
Service Line Date: From 08/01/2020 To 08/01/2020
Charged Amount: $87.89 Revenue Code:
Payment Amount: $0.00 Units of Service: 1
Procedure Modifer 1: U3 Procedure Modifer 3:
Procedure Modifer 2: Procedure Modifer 4:
Remit/Remark Codes
2 Status Effective Date: 11/17/2021 Product or Service ID Qualifier:
Status Category Code: F1
Status: 1
Procedure Code: T1020
Service Line Date: From 08/02/2020 To 08/02/2020
Charged Amount: $87.89 Revenue Code:
Payment Amount: $0.00 Units of Service: 1
Procedure Modifer 1: U3 Procedure Modifer 3:
Procedure Modifer 2: Procedure Modifer 4:
Remit/Remark Codes
Information Receiver Data -~

Name or Submitting Organization:

Portal ID:

10. To exit this screen, scroll up and hit the Close button in the upper left corner.

Claim Details

Status Information Effective Date: 11/17/2021

Status Category Code: F1:Finalized/Payment-The claim/line has been paid.

Service Period: From 08/01/2020 To 08/02/2020

Bill Type Identifier:

TCN

Status:

1 652021600020414000

1: For more detailed information, see remittance advice.

Charged Amount: $175.78 Adjudication or Payment Date: 08/06/2020
Payment Amount: $0.00 Check Issue or EFT Effective Date: 08/06/2020
Check or EFT Trace Number: 857701!

Updated March 18, 2026
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View and download RA

This section provides a brief overview of how to view and download the remittance advice
(RA). RAs are available in ProviderOne each Friday and include claim details for claims
entered during the previous week before the Tuesday, 5p.m. deadline.

The RA provides a list of paid, denied, adjusted, and in-process claims.

For an in-depth review of each page of the RA and what to look for in each section, view the
How to Review Your Remittance Advice document.

To view your RAs:
1. Log into ProviderOne using the appropriate profile.

2. From the Provider Portal, Click View Payment (under the Payments section).

- Profile: EXT Limited Provider Social Services i Notepad

> Provider Portal
ProviderOne Id/NPI : / Name:
Online Services 0 & ManageAlerts

Payments + i My Reminders

View Payment
Filter By v - Read Status v ®Go

Provider v

Provider Inquiry Alert Type Alert Message Alert Date
Manage Provider Information u AV AV AV
Initiate New Enroliment No Records Found !

Track Application

Provider File Upload i —
Your Recent Online Activities

Admin

YYou have logged ir
Change Password = = v
Matiital Useis W Previous Site Visit Payments

R . e > 3 Last Login Passwc
Social Services Authorization and Billing

v
@ Last login failed at| e
Social Service Claim Inquiry View Payment

Social Service Claim Adjustment/Void

Social Service Billing Screen

Social Service Batch Upload

Social Service Batch Upload Status

Social Service Resubmit Denied/Void

Social Service Retrieve Saved Claims

Social Service Manage Templates

Social Service Create Claims from Saved Templates

Social Service Manage Batch Submission
Social Service View Authorization List

Note: RAs are retrievable in ProviderOne for up to four years. Providers are required to
retain records for up to six years and are responsible for retaining copies for this
purpose.
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After clicking on View Payment, the RA/ETRR Payment List appears

You will see a list of your recent RAs. To view more RAs, click the arrows at the bottom of
the screen to scroll.

The RA/ETRR Payment List shows basic information for each RA, but the list should not be
used to reconcile your payments.

To reconcile and review all payments, adjustments, and denials, click on the RA you
want to review. To view an RA, click the blue hyperlinked RA/ETRR Number.

~  Profile: EXT Limited Provider Social Services ki Notepad A Reminder Q@ External Links & Print @ Help

> Provider Portal > Payment Summary List

#  RA/ETRR Payment List A
Filter By : v And v VG)Go B save Filter Y My Filters v
RAJ/ETRR Number Check Number Check/ETRR Date RA Date Claim Count Charges Payment Amount Adjusted Amount Download
5 2 10/28/2021 10/28/2021 14 $8,796.42 $1,313.22 - $7.483.20 ’
5 9 10/14/2021 10/15/2021 81 $47,316.71 $13,945.34 $33,371.37
5 N 10/07/2021 10/08/2021 161 $47,091.13 $12,448.18 $34,642.95
5. After clicking on a blue hyperlinked RA number, the RA opens in PDF format. The cover
page of the RA includes the provider name and mailing address, and the RA creation
date.
Note: If your mailing address has changed, it is important to update that information in
ProviderOne.
6. Page one of the RA contains:

e RA Number

e Billing Provider ID (this is your 7-digit ProviderOne ID + two digit location code for the
location the RA is associated with)

e Prepared Date: Date the RA was prepared

e RA Date: Date payment was released

Updated March 18, 2026 183



WA CARES FUND WA,

FUND

e Key Messages: These are alerts from HCA or DSHS about changes to ProviderOne
functions or claims deadlines.

7. Page 2 of the RA includes the:

e RA Number
e  Warrant/EFT number
e Warrant/EFT date (date of payment)
e  Warrant/EFT amount
¢ Payment Method
RA Number: 123456789 Prepared Date: 1/24/2025
Warrant/EFT # 5555561 Warrant/EFT Date:  1/23/2025 RA Date: 1/24/2025
Payment Method: EFT
‘Warrant/EFT Amount:
$14,501.85
Page 2
Claims Summary Provider Adjustments
Billing Category Total Total Total | Total Total Paid J Billing FIN Source Adjustment | Previous | Adjustment | Remaining
Provider Billed Allowed Sales | Client Provider Invoice Number/ Type Bal A it Bal
Amount Amount Tax Resp Parent TCN Amount Amount
Amount
200000001 Paid $43629.14 $43629.14 $0.00 | $29127.29 | $14501.85 [ 200000001 217235190028xx System NoOC $0.00 $0.00 $799.04
x/ 5517192000 Initiated | Invoice
44318000
200000001 Denied $81.00 $0.00 $0.00 | $0.00 $0.00 200000001 217235190028xx System NOC $799.04 $799.04 $0.00
x/ 5517192000 Initiated | Referred
44318000 CARS
Adjustments | $0.00 $0.00 $0.00 | $0.00 -$799.04
| Total Adjustment Amount: $799.04

8. On page two you will aslo find a Payment Summary that includes:

e Claims Summary: Provides a summary of all claims submitted in the most recent
weekly claim cycle.
o Category: There are four possible claim categories (Paid, Denied, Adjustments, or
In Process). The rest of the RA shows a breakdown of each claim by client.
o Total Billed Amount: Total dollar amount submitted during the previous week.
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o Total Allowed Amount: The amount DSHS is allowed to pay.

o Total Paid: This is the total amount paid by DSHS (allowed amount minus client
responsibility).

¢ Provider Adjustments: Provides a summary of claim adjustments initiated during the

previous week.

o Claims can be adjusted by the provider or DSHS.

o In this section you will be able to see if an overpayment was assessed for any
claim adjustments. If you see 'NOC Invoice' and 'NOC Referred to CARS', this
means an overpayment was referred to OFR.

9. On the Adjustment Summary on page two of the RA, you will see an adjustment type
listed next to each adjusted claim. The adjustment type is a result of your action on a
claim or an action initiated by DSHS. The most common adjustment types seen on WA
Cares Fund Provider RAs are listed below:

NOC Referredto CARS: This occurs when a voided claim or an adjusted claim
resultedin a non-offset overpayment and the overpayment has been
referred to OFR's Collection and Accounts Receivable System (CARS) for
recovery. An overpayment means you were paid too much and you now
owe this money back to DSHS.
NOCInvoice:This posts togetherwith a “NOC Referred to CARS” line. This
means that the overpayment wasreferred to OFR and aninvoice was
created. OFR mails the invoice to you informing you how much you owe.
P1OFFInvoice: This occurs when you owe DSHS due to adjustments
exceeding payments.In these cases, DSHS creates an account
receivable which is satisfied by either:

o Taking payment from a future paid claim, or

o Through areceivable sent to OFR to initiate the recovery; this only happens if the

P1OFF is not satisfied after six months.

P1OFF Recoupment: This identifies the payments used to satisfy the
P1OFF receivable. This typically posts immediately following a
P1OFF Invoice line.
COFF Invoice: OFR creates a CARS Offset Invoice in OFIN for each
request sent to ProviderOne from CARS. Direct all questions about
COFF offsets fo OFR at 1-800-562-6114.
COFF Recoupment: OFR accepts a receivable to collect, and OFR
sends back a request to take other payments for paid claims from
you to saftisfy the receivable. There should be other paid claims on

Updated March 18, 2026 185



WA CARES FUND WA,

FUND

the RA, and some of those payments go to OFR to help satisfy the
debt.

COFF Referred to CARS: ProviderOne tried to recover a dollar amount
you owed DSHS but did not have a sufficient total of claim payments
post in the last six months to satisfy the debt. The balance owed is
sent fo OFR for collection.

10. The rest of the RA contains specific information for claims submitted during the previous
week before the 5 p.m., Tuesday deadline. This section is broken down by claim type
(Paid, Denied, Adjustments, In Process). Within each claim category, the claims are
further broken down by client. The next page will provide detailed information about
what you will find in each claim category.
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RA Nomber: 123456739 WarrantEFT #: 355356! WaurrantEFT Date: 172202025 Prepared Date: 12472025 RA Date: 1/24/2025
Page 3
Calegory: Paid Billing Provider: 20000001
Client Name/ | TCNJ Line | Rendering | Service | SveCode | Total | Billed | Allowed | Sales | TPL Paid Remark | Adjusemest
Client [D / Claim Type / - Provider ! | Datefs) | or Units | Amount | Ameount | Tax Amoust Amount | Cudes Reasan
Mled Record #/ | RX Claim # / RX#/ NDC/ ar f—“ﬂ“
Patient Acct # 1 | Tav#/ Auth affice Mod ¢ D% R’:f"“
Original TCN | Auth ¥ " Rev & M"ﬂ“‘"
Class
Code )
BEASLEY, 5524213003513XN000 1| 172 V1672025 | T1020 10000 | S70.85 §70.85 | $0.00 $70.85
AN ADSA-H - Ul
¥ A | 1 162028
HBEASLEY, SET421300351 3000 1M L7028 | Tio20 L0000 §70.85 §TO.85 | 50000 i $70.85
PAM ADSA-H . 1
A | 1020000000 V172025
Document Total:  L162025-1/17/2025 10000 314170 SI4LTO S140.700
Service code Amoeunt paid from
entered on beneficiary’s fund
claim
FA Number: 12M45678%  Warrant/EFT # 555356!  Warrant'EFT Date: 2132025 Frepared Date: 2142025 R Date: 2142035
Cal = Paid Rilling Provider: 20000001
tegory: Pa g Provider: Page3
Cliemt Name / TN Line | Renderisg Service Sve Code Tedal Billed Albewed Sabes TFL Faid Flemark Adjmatment
Clisnt T Claim Type/ ¥ Provider /| | Date(s) | or Units | Ameuni | Amousi | Tax Ansoun Amsount | Code Raasen
Med Record #/ | RX Claim #/ RX#/ NDC e Coses
Patient Acct #/ | Tny #/ Auth office Mod / DS LN
Original TCN/ | Auth # ¥ Raev & ey
Class
Code
BEASLEY, SRZATIM0NASLINCN000 1| 172 2Les- | (T01e 10000 | SIZ500 SI2500 50,00 000 424594 =
PAM ADSA-H 21025 §125.00
WA i
BEASLEY, SE24AT1I0005 LYCKD00 21172 22705 | (Tl01e 1.0000 SIZ500 SI25.00 50,000 S1I5.00
PAM ADSA-H 25
WA | I
Decument Tetal: 2702025 2720025 20000 15000 SI5000 S125.00

Adjustment codes
[s2e next poge]

The RA is Each se.:m:j;e_llne of
divided int the claim is listed. If
_M € ":' © you used a date

clienf sections.

range, the range has
been divided info
daily lines.
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11. The last page of your RA includes explanations of the Adjustment Reason
Codes/NCPDP Rejection Codes and Remark Codes that may be listed throughout the
Payment Information section.

Adjustment Reason Codes / NCPDP Rejection Codes
18 : Exact duplicate claim/service (Use only with Group Code OA except where state workers' compensation regulations requires CO)
198 : Precertification/notification/authorization/pre-treatment exceeded.

Remark Codes
N640 : Exceeds number/frequency approved/allowed within time period.

Common adjustment and denial codes
Below is a list of common adjustment reasons and remarks codes you might find on your RA.

RA adjustment
reason/remark Possible causes Provider action
code/description

198 WA Cares Fund Authorization | Refer back to the details of
Approved Units have already | the pre-authorization

Precertification/authorization .
been claimed

exceeded
16 Claimed dates of service are | Contact the beneficiary if
. . not within the authorization you have questions about
Claim/service lacks . -
. . period the preauthorization dates
information or has
submission/billing error(s) The authorization line is in
which is needed for error
adjudication
18 Claimed the same units on Adjust the claim and report
. two different lines for the the number of units on a
Exact duplicate . -
same day, or single claim line

claim/service
Claim is an exact duplicate No action is needed if

of one already submitted duplication was unintended
Al The authorization is in Contact the beneficiary to
. . . cancelled status determine to discuss the
Claim/Service denied -
preauthorization

cancellation

B7 Your contfract may be Contact your contract
expired manager if you have

This provider was not .
questions

certified/eligible to be paid
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for this procedure/service on
this date of service

B13

Previously paid. Payment for
this claim/service may have
been provided in a previous
payment.

Date of Service and Service
Code were paid on @
previous claim.

For Providers with EVV claims:
ProviderOne cannot yet
distinguish between shifts on
the same date of service
that are provided by the
same caregiver. The claims
line(s) denied because same
date of service, client, and
biling ID were claimed.

Review past RAs to see if you
have already received
payment for this client, date
of service and code. Look in
ProviderOne to see when/if
you received payment. For
any questions, contact HCA
at 1-800-562-3022.

For Providers with EVV
Claims: Since shifts should be
combined on one line
submission when one
caregiver works multiple shifts
for a single date of service,
providers may need to adjust
the paid claim for the date
of service to combine shifts
worked.

N54

Claim information is
inconsistent with pre-
certified/authorized services

Authorization line is in error

Refer to the preauthorization

Né3

Rebill services on separate
claim lines

A separate claim line is
required for each date of
service for the
service/procedure code
entered

If you are billing quarter hour
units or for each unit types,
do not use a date span
(example: 1/1/2015 to
1/31/2015) to bill. Adjust the
claim to reflect separate
claim lines for the date of
service for each service
provided and resubmit claim

N362

The number of Days or Units
of Service

Too many units claimed.
Example: Provider

Change the number of units
to the correct
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RA examples
Below is an example of what the RA looks like for an original paid claim. Notice how the claim
details are listed in the Paid category of the RA.

RA Number: mawpme WarrantEFT =: et WarrantEFT Date: 01/31.2019 Prepared Date: 02012019 RA Date: 02012019
Catego! ald Billing Provider: ¥ 1891 Page 3
Client Name / TCN/ LinqRendering  [Service Svc Code or [Total Units|Billed Allowed Sales Tax |TPL Client [Paid Amount |Remark Adjustment
Client ID / Claim Type / = |Provider /  |Date(s) NDC / or Amount Amount Amount Responsible Codes Reason Codes
Med Record =/ RX Claim =/ RX #/ Mod / D'S Amount /NCPDP
Patient Acct =/ Inv =/ Auth office = Rev & Class Rejection
Original TCN/ IAulh 2 [Code Codes
Bimle ol AR MOOmpCy g 1 01/232019- |T1019 32.0000) $231.04/ $231.04] $0.00) $0.00) $0.00| $231.04
[_TTE TR TN 8 859 01/232019
2 01242019- |T1019 32.0000) $231.04 $231.04 $0.00) $0.00) $0.00) $231.04)
859 01242019
3 T1019 32.0000) S231.04 $231.04| $0.00) $0.00) $0.00) $231.04)
859
4 01/282019- |T1019 32.0000) $231.04/ $231.04] $0.00) $0.00) $0.00 $231.04
859 01282019
Document Total:  01/22/2019.01/282019 128.0000 $924.16 $924.16 $0.00 $0.00 $0.00 $924.16

Below is an example of what page 2 of the RA looks like when a claim has been adjusted and
there is an overpayment.

RA Date: 01022020
RA Number: Sowdsomi

WarrantEFT # 1999 WarrantEFT Date: 01/02:2020
WarrantEFT Amount: $0.00 Payment Method: EFT
Page2
Claims Summary Provider Adjustments
[Bilting Category Total Billed  [Total Allowed [Total TPL _ |Total Sales |Total Total Paid | FIN Source  |Adjustment |Previous  |Adjustment |Remaining
Provider Amount Amount Amount Tax Clicnt [Provider  [Iavoice Number Type Balance  [Amount Balance
Resp Amount Pareat TCN (Amount Amount

AL [Adjustments S23L04 23104 $0.00) $0.00 $0.00) SIIL04 | e seat | em et | System | NOC $0.00 $0.00 S33L.04

seqme s | Initiated | Tnvoice

e

TeeioMl | System | NOC S231.04 S231.04 $0.00

= rsssert | Initiated | Referved to

s CARS

Total Adjustment Amount $231.04

Below is an example of what claims look like that resulted from an adjustment of a paid claim.
Note that the details are in the adjustments category of your RA.

RA Number: “sasamas WarrantEFT =: s WarrantEFT Date: 01022020 Prepared Date: 01022020 RA Date: 01022020
Category: Adjustments Billing Provider: 58 wat i Page §

LinqRendering  [Service Sve Code or | Total Units] Billed Allowed  [Sales Tax |TPL Clieat TPaid Amount [Remark  |Adjustment
8 Provider Date(s) NDC or Amount Amount Amount Responsible Codes Reason Codes
RX =/ Mod / DS Amount NCPDP
Auth office © Rev & Class Rejection
Code Codes
T4 0012 00tar T ) 1 01/232019- |T1019 32.0000] -S$231.04 -$231.04] $0.00] SOO:' $0.00| ~S231.04 129 = S0.00
AT Y, Akt 859 01232019
s AL
ey ey et " pon
2] 01/242019- |T1019 32.0000| -S231.04 -$231.04] $0.00) $0.00 $0.00 -S231.04 129 = $0.00
& 859 01242019
=1 =)
sl K 01:222019- |T1019 32.0000] 523104 -$231.04] $0.00) 80(701 $0.00| -S231.04] 129 = $0.00
AFiL 859 01/2212019
]
TEsesI et 4 01/282019- |T1019 32.0000 -S231.04 -S231.04] $0.00] $0.00| $0.00| -S231.04 129 = $0.00
s b 859 01/282019
mme b
Document Total: 01/222019.01 282019 125.0000  -$924.16  -$924.16 $0.00 $0.00 $0.00 $924.16
T ANSOSIINNMIINNY 1 01/232019- |T1019 32.0000 $231.04 $231.04) $0.00) $0.00 $0.00 $231.04
b L L Y (TEEY | 859 01/232019
pmas b,
1 i ey T
2] 01:222019- |T1019 32.0000] $231.04 $231.04) $0.00| $0.00| $0.00| $231.04
859 01/222019
3 01/282019- |T1019 32.0000 $231.04 $231.04 $0.00) $0.00 $0.00 $231.04
859 01/282019
Document Total:  01/22/2019.01282019 96.0000 $693.12 $693.12 $0.00 $0.00 $0.00 $693.12
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RESOURCES
Visit the ProviderOne for WA Cares Fund webpage for more resources:
* Updates and newsletters
» Self-guided fraining: WA Cares Biling Guide, Standards, and ProviderOne
e Additional contact information
For questions, feedback, or suggested changes to this document, please email
WCFProviderPolicy@dshs.wa.gov.
WHAT HAS CHANGED?
The table below summarizes how this publication differs from the previous version.
Subject Change Reason for change
Contact information Clarified language regarding  [Clarification
ProviderOne and core provider
agreement assistance for
enrolled versus new medical
providers
Exporting to Excel Added the phrase “using the [To clarify how to export to
‘Save to XLS' button” to various[Excel
sections
Looking up a claim Added new section To share instructions
Submitting professional claims [Removed instructions that Claims do not need fo include
explained how to add referringla referring provider’s NPI.
provider NPI
Adjusting and voiding paid Replaced “the past two years” |Adjusting and voiding paid
claims with “the last 60 days” claims is limited to claims
submitted within the last 60
days.
Overpayments Replaced offset with non-offsetlOverpayments resulting from

voided or adjusted claims
default to non-offset and are
sent to the Office of Financial
Recovery.
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Training Added a link to self-guided To share billing resources
billing training
Specification code Replaced CLSDO1 with BPEVO1 |Correction
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