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The “Create & Submit Social Service Batch” How To provides instructions
on:

e Create Batch ............. 2
e Submit Batch........... 13
 Revalidate Batch ..... 22

Create & Submit
Social Service Batch

CLICK TO BEGIN

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.

The process has two steps:

1. Create the batch

2. Submit the batch

\. S
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This section is on how to create a template batch.
1 Provider Portal

3 My
i Inbox

1. From the Provider Portal

Welcome Jones, Katherine. You have logged in with EXT
Provider Social Services Profile,

Path: Provider Partal

B —Select- hd

2. Click on Social Service Manage
Template

ProviderOne ID: 2011020 MName: Katherine Jones

Provider Portal:

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

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

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

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

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

Manage Provider Information

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

Change Password individuals and families in need.

Maintain Users

Social Service Authorizations and Billing Hide/Max

Social Service Claim Inquiry

Social Service Claim Adjustment /Void My Reminders

Social Service Billing Screen Filter By:

Social Service Batch Upload Read Status: - co

Social Service Batch File Status Rl Type Blert Message | Alert Date Bue Date Read
Social Service Resubmit Denied /Void av AT LY LY U
Social Service Retrieve Saved Claims No Records Found!
Social Service Manage Template
Social Service Create Claims from Saved Templates
Social Service Manage Batcljuiiliiesia

secial service View AuthorifG ey 5| Service Authorizations and Billing Hide/Max
Social Service Claim Inquiry

Social Service Claim Adjustment/Void

Social Service Billing Screen

Social Service Batch Upload

Social Service Batch File Status

Social Service Resubmit Denied /Void

Social Service Retrieve Saved Claims

2 Click on Social Service Manage Template

Social Service Create Claims from Saved Templates
Social Service Manage Batch Submission

Social Service View Authorization List
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Create Batch

3. The Create Claim Template

3 Create Claim Template

page appears
Create Social Service Claim Template
Type Of Claim: Social Service v v 40
4. The list includes all the
templates you have created for Claim Template List:
. Edit|| View || Delete || SavedsiCopy Croate Batch || Create Batch all
your domain Fiter o) . - .
Templ;aiee Name Templaltg Type Last Up:ieted By Last Ugd'a‘ted
a. Type Of C|a|m iS Waters-5A420 Social Service Jonesk 04/01/2013
. . . Lewis-5A722 Social Service CurtilC 03/31/2013
Social Service. Ifis not Meyer-SA722 Social Service iCurtilc 03/31/2013
. Wilborn-SA420 Social Service Jamesi 03/29/2013
ShOWIng’ use the drop Hogan-SA686 Social Service Jarnesi 03/28/2013
down menu to Select Self-SAGB6 Sacial Service CurtiJC 03/28/2013
. . McDaniel-5AT22 Social Service CurtilC 03/25/2013
SOClaI SGI’VICG | Viewing Fage 1_Meit== _|2 _Go|_ Pags Count | saveToms |
A Batch is a group of templates submitted at the
same time which share the same date of service.
3 of 28
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Note: To submit a template as
part of a batch, the template must
be a complete Basic Bill, includ-
ing the service line.

« Number of units & submitted
charges must be for the billing
period

o The date of service can be

Claim Template List:

Edit|| view|| Delete || SaveAsiCopy

| Create Batch || Create Batch All

Create Claim Template

6

Create Social Service Claim Template

Type Of Claim: Social Service

Claim Template List:

. Edlit]| View || Delete || SaveddiCopy || Create Batch || Create Batch All
blank or any date not in the e And -
W Templalte Type Last Up::leted By Last Ugd'a‘ted
fUture - When yOU Create the Waters-5A420 Social Service Jonesk 04/01/2013
Batch it Wi” Set the date Of LEWiS'SA?Zz 5 -. |SEI’\I’iCE CUFLiiJ'C 03/31/2013
LEERLYrr Social ce CurtiJc 03/31/2013
service on all the templates. Wilborn-5A420 Social Servic JamesM 03/29/2013
K Hogan-SA686 Social Service WG Jamesi 03/28/2013
self-SAG86 Social Service \ CurtilC 03/28/2013
McDaniel-SAT22 Social Service \g‘tijc 03/25/2013
5. To view a template and verify - Jomeores et 2 o] et Template Name
that it is complete, click on [ 5 Waters SA420
box next to the desired Lewis-SA722
template name
6. Click on Edit or View. Edit will
allow you to change data on
the saved template. View only
allows you to view data on the
saved template
4 of 28
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7 Saved Template

7. The saved template appears

Inbox

Provider Social Services Profile.
Path: Provider Portal/ Social Service Claim Terrplate List

8. Verify that the template is

Welcome Jones, Katherine. You have logged in with EXT

[y —Select— -

complete, including service line

Close || Save Template || Reset |

Social Service Provider Billing Screen:
Note: asterisks (*) denote required fields.

Basic Claim Information
Provider Billing | Subscriber | Claim | Service

9. Change the template as needed

* Template Name: |Waters-SA420

8 =1 BILLING PROVIDER
* Provider ID: [201102008

SUBSCRIBER/CLIENT INFORMATION

SUBSCRIBER/CLIENT
# Client ID: | 200907004WA

Billing Instructions

Number of units must be for this CLAIM INFORMATION
ATH . CLAIM INFORMATION
b|II|ng perlod. * Authorization Number: |1000000234
BASIC LINE INFORMATION
BASIC SERVICE LINE ITEMS
mm  dd coyy mm dd ooyy
* Service Date From: | | * Service Date To: | I |
* Service Code: [ Modifiers: 1: | z | 3 | 4 | * Units: [
Add Service Line tem || Update Service Line tem |
reviously Entered Line Item Information
lick a Line No. below to view/update that Line ftem Information. Total Charges Submitting: $75.00
Service Dates e iadi lers
From Ta i e 1+ 2 a & |
01/28/2014 01/28/2014 SR 10 Delets

i
9
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Saved Template
10. Click on Save Template s -7

Provider Social Services Profile.
Path: Provider Portalf Social Service Claim Template List

710 Click on

11. Click on Close

Welcome Jones, Katherine. You have logged in with EXT

Links:

—Select- .

Save Template

17 Click on

Social Service Provider Billing Screen:
Note: asterisks (*) denote required fields.

Basic Claim Information
Provider Billing | Subscriber | Claim | Service
PROVIDER INFORMATION

* Template Name: |Waters-SA420

BILLING PROVIDER
* provider ID: [201102008

SUBSCRIBER/CLIENT INFORMATION

SUBSCRIBER/CLIENT
# Client ID: | 200907004WA

CLAIM INFORMATION

CLAIM INFORMATION
* Authorization Number: |1000000234

BASIC LINE INFORMATION
BASIC SERVICE LINE ITEMS
ecyy

mm dd
* Service Date From: | | |

* Service Date To: | I |

* Service Code:

——

Modifiers: 1: | 2| |

4 |

Billing Instructions

Submitter ID:| 201102008

m

mm dd oYy

* Units: I

| Add Service Line tem ||

Update Service Line Ttem |

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

lLine  Service Dates P odif lers
Mo From To i 1 2 3
1 0112812014 01/28/2014 SA420

Total Charges Submitting: §75.00

Umits

10

Delsta
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12. The Create Claim Template
page appears.

13. Last Updated shows that the
template was updated.

Repeat the process of checking
that a template is complete for
each of the templates that will be
included in the batch.

14. To include all the templates on
the list in a batch, Click on
Create Batch All

12 Create Claim Template

Create Social Service Claim Template

Type Of Claim: Social Service i s

Claim Template List:

dit] Wiew || Delete|| SseedsiCopy || CresteBatch | Create Balch All ‘

——r And G

Template N& Template Type Last Updated By Last Updated
a“ v avw avw AT

Wiaters-5 A420 N Social Service Jonesk 05/01/2013
Lewis-SAT22 Social Service CurtiJC 03/31/2013
Meyer-SA722 ICurtiC 03/31/2013
Wilboirn-SA420 Jameshd 03/29/2013
Hogan-5A686 Jarnesh 03/28/2013
Self-SAB86 Curti)C 03/28/2013
McDaniel-SA722 03252013

Social Service CurtidC
| viewsng Fage 1 W= |2 Go| PageCeunt | SaveTodls

If you have a large number of templates, you can use
the filter function to customize the template list so that

N,

Claim Template List:

En::lit”‘-.-'iew |Delete” SavedsCopy | Create Batch || Create Batch All

you can use Batch All.

t

14 Click on
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15. To submit selected templates
in a batch:

a. Click on CIbox next to the
desired template names to

Create Claim Template

Create Social Service Claim Template

Type Of Claim: Social Service | *

include in the batch

Claim Template List:

15a Click on =—>

b. Click on Create Batch

dit|| View|| Delete|| SevensiCopy || CramteBarch || Create Batch all
P And - 50
Templ‘al:'e N& 'lempli-te Type Last Up.dfted By Last Uﬁd.?ted
aters-5A420 \ Social Service Janesk 05/01/2013
l.EWis-SATZE Social Service CurtiJC 03/31/2013
eyer-SAT22 ICurtilC 03/31/2013
wilborn-SA420 Jamash 03/29/2013
Hogan-SA686 Jarmesh 03/28/2013
Self-SAG86 CurtilC 037282013
McDaniel-5A722 Social Service CurtidC 03/25/2013
Viewng Fage 1 Mes- |2 G| PageCeunt | SaveTonls \

16. Pop-up appears

17. Click on OK

N,

Claim Template List:
Edit]| View|| Delete || SaveAsiCopy || create Batch || Create Batch Al

)
715b Click on
16 Pop-up

r Bl
Message from webpage @

lel Are you sure you want to create a Batch?

; l (0] kl ‘ Cancel
N\

17 Click on
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18. Batch Claim Attributes

appears
) l

19. Claim Type defaults to
Social Service

Claim Type: Social Service - 19
20. Enter Service From Date Service From Date: < 20 Enter
Service To Date: <« 27 Enter

21. Enter Service To Date

18 Batch Claim Attributes
| (= Welcome to MMIS - Windows Internet Explorer 1 1 I&‘Eﬁ1

Batch Claim Attributes:

rBuild Batch ] Cancel

Service From Date & Service To Date

—— - - ———— -

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

. The Date of Service can only be a single day.

. A date range can be used only if:

*

k

k

*

*

All unit types are daily or monthly

Days are consecutive (worked in a row)
All days are within the same calendar month or include entire months
# of units on templates equals the days or months within the range

All the templates have the same date range

Create & Submit Social Service Batch (Mar 3, 2015) 9 of 28
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22. Click on Build Batch

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

24. Click on Cancel 23

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

Batch Claim Attributes

S 0 e e

]

Batch Claim Attributes:

Claim Type: Social Service M
Service From Date: 05/01/2013 22 Click on
Service To Date: 05/01/2013

rBuild Batch ] Cancel

Batch Claim Attributes

et v oo

l
Batch Number is 1280764612715. Total claim templates selected = 3.
Batch Claim Attributes:

Claim Type: Social Service M
Service From Date: 05/01/2013
Service To Date: 05/01/2013 24 Click on

|_Build Batch ] Cancel

Create & Submit Social Service Batch (Mar 3, 2015)
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25. The Create Claim Template
page appears

26. You can repeat the process
and create additional batches

25 Create Claim Template

e R 26 Click on

Create Social Service Claim Template

Type Of Claim: Social Service

Claim Template List:

Eddit] Wiew || Delete|| SeeeduCopy Create Batch Create Batch All
Filter By: = And
or Templ‘al;e Name 'lempli-te- Type Last Up.dfted By Last Ugld.?ted
Waters-5A420 Social Service Janesk 05/01/2013
Lewis-SAT22 Social Service CurtiJC 03/31/2013
Click on Close to return to the Meyer-SA722 Social Service Curtis 03/31/2013
Wilb ori-5.A420 Social Service Jamesh 03/29/2013
PrOVider POI’tal Hogan-SA686 Social Service Jarnesh 03/28/2013
Self-SAG86 Social Service CurtilC 037282013
McDaniel-5A722 Social Service CurtiJC 0325213
Viewing Fage 1 Met=- |2 G| PageCeunt | SaveTonls
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This section is on how to submit a template batch.

1. From the Provider Portal

7 Provider Portal

e

2. Click on Social Service Manage
Batch Submission

Maintain Users

Social Service Claim Inquiry

Social Service Billing Screen
Social Service Batch Upload
Social Service Batch File Sta’

Social Service Create Claims
Social Service Manage Batc
Social Service View Authoris

Path: Provider Partal

ProviderOne ID: 2011020

Provider Portal:

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

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

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

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

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

Manage Provider Information

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

Change Password

Social Service Autharizations and Billing

Social Service Claim Adjustment /Void

Social Service Resubmit Denied /Void
Social Service Retrieve Saved Claims
Social Service Manage Template

Welcome Jones, Katherine. You have logged in with EXT

Provider Social Services Profile, Links: |

MName: Katherine Jones

individuals and families in need.

Hide/Max | Manage Alerts

My Reminders

Filter By:
Read Status:
Alert Type

Go
Alert Message | Alert Date
av av

No Records Found!

tus Due Date
v

from Saved Templates
e

Social Service Authorizations and Billing
Social Service Claim Inquiry

Hide/Max |

Social Service Claim Adjustment/Void

Social Service Billing Screen

Social Service Batch Upload

Social Service Batch File Status

Social Service Resubmit Denied /Void

Social Service Retrieve Saved Claims

Social Service Manage Template

Social Service Create Claims from Saved Templates

2 Click on —»

Social Service Manage Batch Submission
Social Service View Authorization List

Create & Submit Social Service Batch (Mar 3, 2015)
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Submit Batch
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3. From the Batch Claim
Submission Status List

S5 Click on

| View Caims

3 Batch Claim Submission Status List

cm Revaidate || Deiste

Social Service Batch Claim Su'b'mi::ion Status List

4. Click on Cbox next to the Filter By - - And feol
Batch Creation Total Billed Claim Submitted Claim
. Batch Number Created B Status From DOS | To DOS
desired batch. A batch must Ay Al [y e Dete iy sy | aw Aemount Count Oourt
H H 1280764012715 Sodal Service | Jonesk 040172013 Pass Valldation O5/01/3013  JOS f314201 5100.00 3 a
have Passed Validation before ’
. . 12E0764613200 Sodal Service | CurtidC 040172013 Subemitted far Claims Loading p=/o1/a013 05/15/201Y $150.00 4 4
it can be submitted. S N : :
1280764613335 Sexial Servier | Curtilc 328 2013 Submitted far Claims Loading 04012013 JO4/15/2019 S200.00 2 2
1280764613335 Soxial Serviee | CurtidC 03/15/20132 Submitted far Claims Loading 040172013 JO4730/2019 21500 2 2
H H H 1280764614895 Sodal Service | Jonesk 02/15/2013 Waiting F3M01 /2013 320,/ 2013510500 3 [i]
5. Click on View Claims
12B0764614895 Sodial Service J CurtidC 02/15/2013 Subitted for Claims Loading 03/0L/2013 J03/15/2013 $2E5.00 2 2
12B0764614885 Sodal Service § CurtilC 0270142013 Submitted for Claims Loading 03/01/2013 J03/15/2019 5100.00 3 k]
Viewing Page 1 Mext>> |2 Go| Page Count SavaToXLS
Batcn Creat! Total Billed || Cl submitted Ci
Batch Number Type | Created By ity Status From DOS = To DOS o - o e _—
AY A Y AY ate A Y A Y A Y ount ount ount
AY AY &V AY
1280764612715 Sodal Service | JonesK 04/01/2013 Pass Validation 05/01/2013 IDS /31/201% 5100.00 0 I

4 Click on

'J

IFass Yalldation

/

No claims have Been submitted

After a batch is created, ProviderOne checks the batch to ensure the templates are complete bills:

. Pass Validation means the 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.

See Revalidation section.

Create & Submit Social Service Batch (Mar 3, 2015)
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6. Claims Created from Batch
List appears

7. Each template is assigned a
System Generated Claim ID

8. You can modify a claim prior to
submission of the Batch.

a. Click on the System
Generated Claim ID number

b. The template appears

c. Modify the template as
needed

d. Save template

6 Claims created from Batch List

Close|| Submit Selected || Submk Entre Batch || Dekete |
ial Service Claims created from Batch List
Filter By : - And - 23
[ Link | System Generated Claim ID | Template Name | Client ID Client Name Authorization Number | From Date Of Service | To Date Of Service

AY AY AV AY AY AY AY AY

» 280764612715.0003 200907004WA SA220 J200807004WA \WATERS, BILLS 1000000234 05/01/2013 05/31/2013

» 1280764612715-0002 DOAWA-SAA20 | 200907004WA WEATHERS, KIM 1000000285 05/01/2013 05/31/2013

» 1280764612715.0001 200507004\ 00507004WA MAYER, LUNDA 1000000785 05/01/2013 05/31/2013

[l 1

= |vewingpage1 <~ |1

.

138076461 271500034

& Click on

System Generated Claim ID |

12RO 646127150002

7} 12R0764461 27150001

9 Basic Billing Screen

Inbox
‘Welcome Jones, Katherine. You have logged in with EXT
Provider Social Serv| Profile.

Path: Provider Porta/ Social Service Biling Screen

unks: [

Close Save Claim Submit Claim Reset

Billing Instructions

Provider Billing | Subscriber | Claim | Service
PROVIDER INFORMATION

Submitter ID:[ 201102008
BILLING PROVIDER

* Provider ID

SUBSCRIBER/CLIENT INFORMATION
SUBSCRIBER/CLIENT

“ Client ID:

CLAIM INFORMATION
CLAIM INFORMATION

* Autherization Number:

BASIC LINE INFORMATION
BASIC SERVICE LINE ITEMS

mm_dd eoy
* Service Date From:

* Service Code:
Patient Account No:

Add Service Line Item

mm_dd_copy
“SemviceDateTo: [ | |
Modifiers: 1: 2 N a tunits [T

Update Service Line Item |

Previously Entered Line Item Information

Click a Line No. below o view/update that Line tem Information. Total Charges Submitting: $75.00
tes Madiliers

Lne  Service Dal =
W From T b N T T O
mnszois 03262013 shsm i Delete

The System Generated
Claim ID is the batch
number and saved claim
number.

Create & Submit Social Service Batch (Mar 3, 2015)
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Submit Batch

10. To modify the claim
a. Click on Line Number

b. Basic Line Information
populates

c. Enter modification

d. Click on Update Service
Line Iltem

70b

710a Click on

Basic Billing Screen

Welcome Jones, Katherine. You have logged in with EXT
Provider Social Services Profile,

Path: Provider Portal! Sodial Service Biling Screen

Links: ey vl

| Close || saveclaim || submitclaim || Reset

Social Service Billing Screen:

Note; asterisks (*) denote required fields. Eilling Instructions

Basic Claim Information

Pravider Billing | Subscriber | Claim | Service
PROVIDER INFORMATION
BILLING PROVIDER

* Provider 1D: | 201102008
SUBSCRIBER/CLIENT INFORMATION

SUBSCRIBER/CLIENT =
v clientin: 200907004WA

Submitter ID:] 201102008

10c Modify

CLAIM INFORMATION

CLAIM INFORMATION ‘
* Authorization Number: ]1 000000234

* Units: I 1
BASIC SERVICE LINE ITEMS
bl dd CEVY mm dd ceyy

* Service Date From: |05 01 I 2013 rvice Date To: IUB IUl 2019
* Service Code: I Modifiers: 1: | 2 | 3| & | * Units: I 10

Patient Account No: I

| Add Service Line Ttem |

Update Seryice Line Item

| Previously Entered Line Item Information

Click a Line No. below to view/update that Line item Iinformation.

Total Charges Submitting: $75.00

Line  Service Dates il Madif lers
N Fram Ta bl 1 2 4 lUnits
D3426/2013 03/26/2013 SA420 10 Delete
70d CIICk on —»| Update Service Line Item |

Create & Submit Social Service Batch (Mar 3, 2015)
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11. Modified service line Basic Billing Screen
appears i —
Welcome Jones, Katherine. You have logged in with EXT
Provider Social Services Profile. Epeh) -Select- !
) ) ﬂ Path: Provider Portalf Social Service Biling Screen
12. Click on Save Claim

72 Click on

| Close |[ saveclaim || submit claim || Reset

Social Service Billing Screen:
Mote: asterisks (*) denote required fields.
Basic Claim Information

Billing Instructions

Pravider Billing | Subscriber | Claim | Service

PROVIDER INFORMATION Submitter ID:[ 201102008
BILLING PROVIDER

* Provider ID: r201 102008

SUBSCRIBER/CLIENT INFORMATION

" =
SUB cmnenfrg:.ifn:ﬂm: |200907004WA

CLAIM INFORMATION
CLAIM INFORMATION

* Authorization Number: f1 000000234

BASIC LINE INFORMATION
BASIC SERVICE LINE ITEMS

mm dd ocyy mm  dd coyy
* Service Date From: I | * Service Date To: | |
* Service Code: I Maodifiers: 1: | 2 | 3| 4 | * Units: I

Patient Account No: |

| Add service Line Ttem | Update Service Line Item
Freviously Entered Line Item Information
e TS L R B e oo s Dol =e
e  Service Dates T Modiliers = -
77 Ha Fram To i 2 1 4
"l |  os012013 05/01/2013 SA 420 N Dalata

Create & Submit Social Service Batch (Mar 3, 2015) 16 of 28



%Jﬁ'%g Submit Batch Provider&ne

13. Claims Created from Batch 13 Claims Created from Batch List

List appears Cose||_Subme Sekected || _ Submk Entre Batch || Dekete |
ial Service Claims created from Batch List
Filter By : - And i Gol
| Link System Generated Claim ID Template Name Client ID Client Name Authorization Number From Date Of Service To Date Of Service
. . AY AV AV AY AY Ay AV AV
1 4' YO u Ca n d elete a Cla im p rlo r » 1280764612715.0003 200907004WA SA220 200907004WA | WATERS, BILLS 1000000234 05/01/2013 05/31/2013
to S u b m I SS I 0 n Of th e batC h . » 1280764612715-0002 200907004\WA-5A420 |20090700aWA | WEATHERS, KIM 1000000285 05/01/2013 05/31/2013
» 12807646127150001 200907004WA $A420 |20090700awWA | MAYER, UNDA 1000000785 05/01/2013 05/31/2013
Click on [1box next to the e, ~— SenToL

desired batch

15 Click on
15. Click on Delete - =

Close Submit Selected [ Submt Entire Batch H Dekete !
Social Service Claims created from Batch List
Filter By : v
| Link System Generated Claim ID Template Name
| &N AY AY
4 CIiCk on » 1280764612715.0003 200007004 WA SAA20
» 12B0764612715-0002 200907004\WA-SAA20
» 1280764612715.0001 200807004\WA SAA20

Create & Submit Social Service Batch (Mar 3, 2015) 17 of 28
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You can submit all or some of the Claims created from Batch List
Iisted Claims_ Oose Submit Selected [ Submit Entire Batch H Delete ;
ial Service Claims created from Batch List
Filter By : G And - Go|

Link System Generated Claim ID Template Name Client ID Client Name Authorization Number From Date Of Service To Date Of Service
AY AV AV AY AY AV AY AY
» 1280764612715.0003 200907004WA SA220 J200807004WA \WATERS, BILLS 1000000234 05/01/2013 05/31/2013

1 6 [l Yo u Se I eCt S O m e Of th e » 1280764612715-0002 200907004\WA-SA420 | 200907004WA WEATHERS, KIM 1000000285 05/01/2013 05/31/2013

H H » 1280764612715.0001 200807004WA SA420 §200907004WA MAYER, LNDA 1000000785 05/01/2013 05/31/2013
claims, click on box next to <
Viewing Page 1 1 SaveToXLS

the desired claims

17 Click on 18 Click on

17. Click on Submit Selected = t:# — A
Close|| SubmfSelcted ||  Subm Entre Batch || Dekete |
Social Service Claims created from Batch List
Filter By : v
| Link System Generated Claim ID Template Name
LAY AY AY
7 6 Click on » 1280764612715.0003 200007004 WA SAA20
) ) » 1280764612715-0002 200907004\WA-SAA20
18. To submit all of the listed :
ClaimS CIiCk on Sme|t Entire b 1280764612715.0001 200807004\VA SA420

Batch

Create & Submit Social Service Batch (Mar 3, 2015) 18 of 28
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Submit Batch

19. After submitting the batch,
the System Generated Claim
ID is replaced with the
Transaction Control Number
(TCN)

20. Click on Close

— [20 Click on

Claims created from Batch List

Close|| Submit Selected || Submi Entire Batch
Social Service Claims created from Batch List
Filter By : v

|[ Dekte |

And - (Go]
Link System Generated Claim ID Template Name Client ID Client Name Authorization Number From Date Of Service To Date Of Service
AY AV AV AV AY AY AV AY
4 £51115000004755000 200907004WA-SA220 |200807004WA | WATERS, BILLS 1000000234 05/01/2013 05/31/2013
> 651115000004774000 07004WA-SA420 |200907004WA | WEATHERS, KIM 1000000285 05/01/2013 05/31/2013
» 651115000004778000 $A420 | 200907004WA | MAYER, LINDA 1000000785 05/01/2013 05/31/2013
Viewing Page 1 1

SaveToXLS

6511150000047 55000

6211150000047 #4000

79 <

6511150000477 B
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Submit Batch

21. Batch Claim Submission
Status List appears

21 Batch Claim Submission Status List

Revaidate

| Delete |

|

R SOdal s\:’:izr;tch Claim Submission Status List
24 CIICk on ﬁFIIhrBy :

e e - -
Batch Number|  Type | Createamy | Satch Creation status | From DOS | To DOS Fotinied S Subiichud 0laie
AY Av A Y ) T A Y avY oun oup o
&% AV AY AY
I 1280764612715 Sodal Service § Jonesk 04/01/2013 Submitted for Clalms loading  J05/01/2013 05 /31/2019 $100.00 n

22 L] S hOWI n g u pd ated Status 1280764613200 Sodal Service §| CurtiJC 04/01/2013 Sub'm[ledlf Claims Loading  P5/01/2013 05/15/201§ $150.00

1280764613335 Sodial Serviee | CurtilC 3/28/ 2013 Subfnltt‘lnr Claims Loading 04/01/2013 J04/15/2019 S300.00

1280764613335 Social Service | CurtilC 03/15/2013 Qubml!l for Claims Loading 04/01/2013 J04/30/2019 $215.00
23 S h oWi ng S u b itted C I a i m 1280764614895 Social Service | JonesK 02/15/2013 \A'.‘li‘.irl D3/01/2013 3/30/2013]5105.00

. m
CO u nt 1280764614895 Sodal Service § CurtiiC 02/15/2013 SUDfIXed for Claims Loading 03/01/2013 J03/15/2019 $285.00
1280764614895 Sodal Service § CurtiiC 02/01/2013 Sul tted for Claims Loading 03/01/2013 J03/15/2019 $100.00
Viewing Page 1 Next>> |2 Go| Page Count | Tos |
A
24. Click on Close l
';Elm Sl am
2 2 - af _
=l 5ubemit ted for Clalms Loa ding Count Count
F . i ¥
3 3

Create & Submit Social Service Batch (Mar 3, 2015)

20 of 28




%Jﬁ'”’ﬁ?&: Revalidate Batch Provider&ne

After a batch is created, ProviderOne checks the batch to ensure the billing data is valid. This section is on how
to check the validation of a batch and revalidate a template batch which has Failed Validation.

1. From the Provider Portal 7 Provier Portal

My
e Inbox

Welcome Jones, Katherine. You have logged in with EXT 5
Provider Social Services Profie, Links:

Path: Provider Portal

-Select- b

2. Click on Social Service Manage
Batch Submission

ProviderOne ID: 2011020 Mame: Katherine Jones

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

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

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

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

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

Manage Provider Information

Admin Hide/Max  The mission of DSHS is to improve the guality of life for

Change Password individuals and families in need.

Maintain Users

Sacial Service Autharizations and Billing Hide/Max | Manage Alerts

Social Service Claim Inquiry

Social Service Claim Adjustment/Void My Reminders

Social Service Billing Screen Filter By:

Social Service Batch Upload 0 - co

Social Service Batch File Status Tt 1y pe = | AR Dae | Bue Date I Read

Social Service Resubmit De g =

Sociisenvice reriove svfS o clal Service Authorizations and Billing  Hide/Vax

Social Service Manage Tem

Socalservice Create caind S cjal Service Claim Inquiry

Socalsenvice ViewAuthorf Social Service Claim Adjustment/Void
Social Service Billing Screen

Social Service Batch Upload

Social Service Batch File Status

Social Service Resubmit Denied /Void

Social Service Retrieve Saved Claims

Social Service Manage Template
) ial Servi te Claims from
2 Click on Social Service Manage Batch Submission
Social Service View Authorization List

Create & Submit Social Service Batch (Mar 3, 2015) 21 of 28
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Revalidate Batch

3. The Batch Claim Submission

Cbse View Caims \

3 Batch Claim Submission Status List

H Revaidate || Delete ‘
Status LISt appears Social Service Batch Claim Submission Status List
Filter By : v And - [Go|
_ ] e [ormnany| S [ s [rremoos| eves | i | Gam | e
After a batch is created, = £t B L
1280764612715 Sodal Service | JonesK 04/01/2013 ass Validation 05/01/2013  J05 /31/201§ $100.00
PrOVId ero ne CheCkS the 1280764613200 Social Service | CurtilC 04/01/2013 ubmitted for Claims Loading 5/01/2013 05/15/2014 $150.00
batCh to ensure the b|"|ng 1280764612335 R Social Service | CurtilC 3/28/2013 ubmitted for Claims Loading  [04/01/2013  J04/15/2017 $300.00
. . 1280764613335 Sc Service | CurtilC 03/15/2013 ubmitted for Claims Loading 04/01/2013 J04/30/2019 $215.00
data is valid.
1280764614895 Social Ser JonesK 02/15/2013 ailed Validation 03/01/2013 J03/30/20194 $105.00
1280764614895 [ Sodial Service ic 02/15/2013 ubeitted for Claims Loading  [03/01/2013 |03/15/2019 $285.00
1280764614895 Sodal Service | CurtidC 02/01/2013 ubenitted for Claims Loading 03/01/2013 J03/15/201 $100.00
T
_ |vewngpage1 Next>| it —
. . Batch Number Status
4. Pass Validation means the all v T
the template have valid 4
. . 1280764612715 Fass Yalidation <4
information and the batch can
be submitted 1ZB07G4B13200 Submitted for Claims Loading
| =
1ZROTE4G13335 Submitted far Claims Loading
5. Failed Validation means one of
. igr . 1280764415335 Submitted far Claims Loading
more items within the batch is

not valid and the batch can not

1XR0764614855

I Failed Walidation

"

«

be submitted 6 Click on 7

13R0 7646 14E95

Subsritted for Clairms Loading

13RI/ 64614E95

Isul:mneﬂ for Clairs Loading

6. To view why a batch failed
validation, click on the batch
number
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?ﬁ%ﬁ?ﬁ@ Revalidate Batch Provider&ne

7. The View Template Listfrom 7 |jew Template List from Batch

Batch appears [ Close || Revalidate |
Social Service View Templates List from Batch
Filter By : And I ‘
. T late Name Status Claim T
8. Click on status Ty e S i
Waters-5A420 I-Invalid Social Service
PR | \
. . Status
9. Template Validation Errors _ oY
appears & Click on =—»] 1-nvaiid

10. View Error Description say- 9 Template Validation Errors

ing that the service code s G wroms mmre e I

invalid or empty e
11. Click on Close T .

| | Template Name: Waters-58420
§i| Client ID: 200807004WA

| Error Description:

The Service Code is Invalid/Empty

0| /

Fm:-r Pescrptie™ The Service Code is Invalid/Empty

11 Click on
& w
Cancel

Fage ID; digTemplatevabdationEmor(Tlaims) Emsronment: REITF Server Time: 05/30/2014 11:45: 16 POT l

B 15% -

Create & Submit Social Service Batch (Mar 3, 2015) 23 of 28



% e
ENT OF
TLECIAL H

Revalidate Batch Provider

12. The View Template List from
Batch appears

13. Click on template name

14. The Saved Template appears

72 View Template List from Batch

| Close | Revalidate |
Social Service View Templates List from Batch

Filter By : And { 6o
Template Name Status Claim Type
AV AV

Waters-5A420 I-Invalid Social Service
Viewing Page 1 l\
= Waters-5A420

.73 Click on

74 Saved Template

. - -Select- hd
E] qﬂ Path: Provider Portal/ Social Service Claim Terrplate List
Close Save Template Reset =
Social Service Provider Billing Screen:
Note: asterisks (*) denote required fields. Billing Instructions

Basic Claim Information

Provider Billing | Subscriber | Claim | Service
PROVIDER INFORMATION Submitter ID:[ 2017102008

* Template Name: |Waters-SA420

BILLING PROVIDER

* Provider ID: I201 102008

SUBSCRIBER/CLIENT INFORMATION

SUBSCRIBER/CLIENT
# Client 1D: | 200907004WA

CLAIM INFORMATION
CLAIM INFORMATIO!

N
* Autharization Number: |1000000234

BASICLINE INFORMATION
BASIC SERVICE LINE ITEMS
mm dd coyy mm__ dd ceyy
* Service Date From: I * Service Date Ta: I
* Service Code: I Modifiers: 1: [ | 3 4 * Units: I
Add Service Line Item | ‘ Update Service Line Ttem |
Previously Entered Line Item Information
Click a Line No. below to view/update that Line tem Infermation. Total Charges Submitting: §75.00
Line  Service Dates e Madif iers
Ho  From T i 0 o A
1 05/01/2013 05/01/2013 1D Dultn

Create & Submit Social Service Batch (Mar 3, 2015)

24 of 28



D PRI
g

Revalidate Batch

15. To correct the problem

a.

b.

Click on Line Number

Basic Line Information
populates

Enter missing data/correct
error

Click on Update Service
Line Iltem

15b

Saved Template
S

Welcome Jones, Katherine. You have logged in with EXT
Provider Social Services Profile.

Path: Provider Portal/ Social Service Claim Termplate List

Links:

-Select— -

Close Save Template Reset

Note: asterisks (*) denote required fields.
Basic Claim Information

Provider Billing
PROVIDER INFORMATION

| Subscriber | Claim | Service

Social Service Provider Billing Screen:

* Template Name: |Waters-SA420
BILLING PROVIDER

* Provider ID: [201102008

SUBSCRIBER/CLIENT INFORMATION
SUBSCRIBER/CLIENT

+ Client ID: | 200907004 WA

CLAIM INFORMATION
CLAIM INFORMATION

“ Authorization Number: |1000000234

Billing Instructions

Submitter ID:| 201102008

BASIC LINE INFORMATION
BASIC SERVICE LINE ITEMS

mm dd

* Service Date From: I 05[ 01 |-2013

* Service Date To: | 05| 01 |2013

Maodifiers: 1: | 2 |

mm dd (==

*Units:l 10

* Service Code:
15¢c Enter ->|| SA420 kj

Add Service Line Item

Update Service Line Item |

Previously Entered Line Item Information

Lipe  Service Dates

L] Frai Ta oy

750 CIICk on —TE 05/01/2013 05/01/2013

Code

Click & Line No. below to view/update that Line tem Information.

Madif lers
1 2

Umits

10

Total Charges Submitting: §75.00

Daleta

15d Click on -

>

Update Service Line Item
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Revalidate Batch

16. Corrected service line

appears

Click on Save Template

20 Click on

18. Pop-up appears
19. Click on OK
20. Click on Close

&

Message from webpage .

‘eb Do you want to save the Template?

9 Click

7
l—oﬁmﬂ

on

late

m

Saved Te

2l

Welcome Jones, Katherine. You have logged in with EXT
Provider Social Services Profile.

Path: Provider Portal/ Social Service Claim Termplate List

17 Click on
T Reet |

Social Service Provider Billing Screen:
Note: asterisks (*) denote required fields.

Links: |

Save Template

Billing Instructions

Basic Claim Information
Provider Billing | Subscriber | Claim | Service
PROVIDER INFORMATION

Submitter ID:| 201102008

* Template Name: |Waters-SA420

BILLING PROVIDER
* Provider ID: [201102008
SUBSCRIBER/CLIENT INFORMATION

SUBSCRIBER/CLIENT
+ Client ID: | 200907004 WA

m

CLAIM INFORMATION

CLAIM INFORMATION
“ Authorization Number: |1000000234

BASIC LINE INFORMATION
BASIC SERVICE LINE ITEMS
mm dd coyy mm  dd ooy
* Service Date From: | [ * Service Date To: | [ [
* Service Code: I Modifiers: 1: | 2 | k| 4 | * Units: I

Add Service Line Item Update Service Line Item

Total Charges Submitting: $75.00

FI"E'\.'\DI.IS Y !I‘IT.E'I’E'E :II‘IE tem Information

Click a Line Mo. below to view/update that Ling Rem Information.
Line  Service Dates

Me  Fram To il i 2 3 4 -
76 =Pl 1  0501/2013 05/01/2013 SA 420 10 Deiete
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Revalidate Batch Pravider@ne

21. The View Template List from
Batch appears

22. Click on Revalidate

23. The Batch Claim Submission
Status List appears

24. The updated Status is
Waiting. It is most likely that
the Status will have complet-
ed validation and the results
will show

25. If the status is Pass
Validation, the batch can
now be submitted

21 View Template List from Batch

Close | Revalidate ||

Social View Templates List from Batch
[Filter By : And |
Template Name Status Claim Type
Av AY : AY
Waters-5A420 I-Invalid Social Service

| |

Viewing Page 1 | ‘

Close | Rev 3'“‘3“31:\ 22 Click on

23 Batch Claim Submission Status List

Cbsl. Wiew Claims Revaldate __Dl:k_'tr_'|

Social Service Batch Claim Submission Status List

Filter By : - And - GO
reath il itted Cl
Batch Number| Type |Createdpy| O%tchCreation Status From DOS | ToDOS Total Billed Claim Submitted Claim
AT aw av Date i ] e Amount Count Count
' A ¥ AT AT
1280764612715 Sodal Service || Jonesk O4/01,/2013 Pass Validation {05/01/2013  J05 /31/201F S100.00 3 1]
1ZB0764613200 Sodal Service | CurtiJC 04,01/ 2013 Submitted for Claims Loading ps/01/2013 054154201 5150.00 4 4
1380764613335 Sodial Service | CurtilC 3028 2043 Submitted for Claims Loading 0401 2013 JOd/15/201 9 S300.00 2 2
1380764613335 Sodial Service | CurtilC 03/15/2013 Submitted for Claims Loading 0401 2013 JOd a0/2019 SE15.00 2 2
12R0764614895 Sogial Serviee | Jonesk 0271572013 Waiting I 13A1/2013 3/30/2013 )5105.00 3 ]
12B0764614E95 Sodal Service | CurtidC 02/15/2013 Subrmitted irrs Loading 03,/01/2013  J03,/15/2013 SZE5.00 2 2
12B0764614895 Sodal Service | CurtilC 020172013 Subrmitted for Clairs Loa 03,/01/2013  J03,/15/2013 510000 3 3
Viewing Page 1 Next>> |2 Go| PageCount | SawTons |

—

Il.l'n.'.'li'.ing,

247
257

Fass Validation
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