ﬁé;ﬁ;n%ﬁm Create Template & Submit Claim Provider&ne

The “Create Template & Submit Claim” How To provides instructions on:

e Create Template .........ccovveeiievennnnnnn.n. 2
o Copy Template (Time Saving Tip)..... 10
e Submit Saved Template.................... 14
e Turn Off Pop-up Blocker ................... 20

Templates can be used when you have repetitive billing; where the claim is the same, or nearly the same, each
time you bill. With a template, you create a billing page that is reusable. Using templates is a two-step

process: The first step is to create and save the template. The second step is to use the saved template to
submit a claim.

Washington Srate
ﬁ Department of Social
& Health Services

leidarﬁm

Notes

Welcome

Create Template & smmemssis.
At the completion of this course, you

Submit Claim e TS, e

ProviderOne.

This tutorial will take approximately 7
minutes to complete.

CLICK TO BEGIN
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Create Template

This section is on how to create a saved template.

1. From the Provider Portal

2. Click on Social Service Manage

Template

(‘

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

See page 20 for the quick

your computer’s pop-up
blocker.

.

instructions on how to turn off

7 Provider Portal

. My

e 4 Inbox

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

B —Select- hd

Path: Provider Partal

ProviderOne ID: 2011020 MName: Katherine Jones

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

By individuals and families in need.
Maintain Users

Social Service Authorizations and Billing
Social Service Claim Inquiry

Social Service Claim Adjustment /Void
Social Service Billing Screen
Social Service Batch Upload
Social Service Batch File Status

Hide/Max | Manage Alerts

My Reminders

Filter By:
Read Status: - | Go

Alert Type Alert Message | Alert Date Due Date Read
Social Service Resubmit Denied /Void iv av iv arv r

No Records Found!

Social Service Retrieve Saved Claims
Social Service Manage Template

Social Service Create Claims from Saved Templates
Social Service Manage Batcljuiiliiesia

Social service View Authorig G cjg| Service Authorizations and Billing
Social Service Claim Inquiry

J

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

Hide/Max |

Click on —>|Social Service Manage Template

ocial Service Create Claims from Saved Templates

Social Service Manage Batch Submission
Social Service View Authorization List

Advanced Billing: Create Template & Submit Claim (Jan. 27, 2015)
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Create Template

3. The Create Claim Template
page appears. The page lists:

a. All the saved templates
within your domain

b. If you have a lot of
templates you can use the
filters to find a template

c. You can sort a column using
the &Y toread A-Z/1-9 or
Z-A/9-1

3a~>

3b

My
Inbox

3 Create Claim Template

Welcome Jones, Katherine. You have logged in with EXT Lirks
Provider Social Services Profile. '
Path: Provider Portal/ Sodal Service Claim Template List

-Select-

Type Of Claim: Social Service

Claim Template List:

dit] Views || Dedete || SavedsCopy || Creste Batch ||

Create Social Service Claim Template

Te mpl.aEe Name
']

Filter By: And
Templf'll;e Name Templa.t? Type Last Upldgted By Last U&d'ated
. ——————
Lewis-SAT22 Social Service Curtilc 03312013
Meyer-5A722 Social Service ICurtiJC 03312013
Wilborn-54420 Social Service CurtilC 03/29/2013
Hogan-5 AGBE Social Service Jamesh 03/28/2013
Self-SA686 Social Service Jamesi 03/28/2013
McDaniel-54722 Sacial Service Curtilc 03/25/2013
Hill-54722 Social Service CurtilC 04/01/2013

| viewing Page 1 Neat>> |2

Go| Page Count smlum.sj

IFlltH' By bl

Pwthorization Number
Client First Mame
Client 1D

Client Last Mame
From Date of Serice
Last Updated By

| ast Updated Date
Provider ID

Benace Code
[emplate Name
lemplate Type

And

A template is a saved claim and may contain
one or more service lines.

A template is useful when making repetitive
claims by reducing the amount of data entry

for each claims.
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Create Template

4. The page is used to:

Create Claim Template

— a e My
’ Inbox

a. Add a new template B e e Py v ogaec i WENEXT e, | -
Path: Provider Portal/ Sodal Service Claim Template List
b. Edit a saved template
c. View a saved template [close [[ 2dd | Yq/S Click on
d. Delete a temp]ate Create Social Service Claim Template
Type Of Claim: Social Service bl
e. Change template name or
copy template Claim Template List: I
dit] | iews || Delete|| SavetsiCopy || Creste Batch || CresteBaich all |
f. Create a template batch Template Name Temp;;:.t;Wpe Last Updated By [ Last Updated
Lewis-SAT22 Social Service CurtilC 03/31/2013
Meyer-SAT22 Social Service ICurti)C 0343172013
5. To create a new template Wilborn-5A420 Social Service cuntilc 03/28/2013
1 Hogan-5AGBG Social Service Jamesh 03/28/2013
C“Ck on Add Self-SABB6 Social Service J:m:SM 03/28/2013
MecDaniel-SAT22 Sacial Service Curtilc 03/25/2013
Hill-54722 Social Service CurtilC 04/01/2013
Q“e"irﬂ?#-j_ teat == |2 Go| PageCourt | SawTadlS
Claim Template List:
Edit”‘-.-'iew”l]elete SaveAs/Copy Create Batch || Create Batch All
FF .,/
4b 4¢ 4d 4e
Advanced Billing: Create Template & Submit Claim (Jan. 27, 2015) 4 of 22
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6. The Social Service Claim

6 Social Service Claim Template Screen

My

Template Screen appears. This
page is a Basic Billing page with
an added Template Name (6a)

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

Path: Provider Portalf Social Service Claim Template List

7e Click on

Close Reset

field.

Sacial Service Provider Billing Screen:
Note: asterisks (*) denote required fields.
Basic Claim Information

Billing Instructions

7. At a minimum you must enter Provider Billing | Subscriber | Claim | Service 7

the top four fields to save PROVIDER INFORMATION Submitter ID:[ 201102008

the template 60 e |+ Template Name: |WatersA5A420 G 7a Enter‘ ‘

BlL“NGrF:*?cE!%Ee':ID: horoaone 7b Enter Required Data to Save Template
a. Enter Temp|ate Name. You SUBSCRIBER/CLIENT INFORMATION ;',T,‘:&?J:tﬁgame
create the template name R ent o [20030700awa <= 7¢ Enter |3 Clientid
4. Authorization Number
CLAIM INFORMATION

CLAIM INFORMATION

b. Enter Provider ID from « Authorization Number: |1000000234 <« 7d Enter

authorization

BASIC LINE INFORMATION
BASIC SERVICE LINE ITEMS

mm dd

. covy mm  dd oYy
C. Enter Cllent ID from * Service Date From: | | | * Service Date To: I_I_l
authorization * Service Code: [ Modifiers: 1: [ 2 | | 4 [ * Units: |
Add Service Line Item || Update Service Line Ttem |

d. Enter Authorization # from
Authorization

e. To save the template. Click
on Save Template

Note: ProviderOne will check that the Client and Authorizations
match prior to allowing you to save the template.

Template Name: You create the name.
Use a name that will help you manage your
templates. The example uses the

clients name “Waters” and the service code
(-SA420). What you use if up to you.

Advanced Billing: Create Template & Submit Claim (Jan. 27, 2015)
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Social Service Claim Template Screen

8. You can add Basic Line
Information to the template prior
to saving

My
Inbox

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

Path: Provider Portalf Social Service Claim Template List

a. Enter Service Dates, Enter e | e

the same date (one day of
service). When you use the : aster :

template for billing you will —
always Change the date PROVIDER INFORMATION

* Template Name: |Waters-SA420
. BILLING PROVIDER
b. Enter Service Code from * provider 1D: [201102008

authorlzatlon SUBSCRIBER/CLIENT INFORMATION
SUBSCRIBER/CLIENT

# Client ID: | 200907004WA

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

. . . CLAIM INFORMATION
c. Enter Modifier (if applicable) CLAIM INFORMATION

&a Enter

Billing Instructions

Submitter ID:[ 201102008

. . * Authorization Number: |1000000234
from authorization =
BASIC LINE INFORMATION
BASIC SERVICE LINE ITEMS 86 Enter

mim dd coy’

* Service Date From: W%l 01 4

* Service Code: ISKZZO Modifiers: 1:

mm  dd

* Service Date To: W%lﬁ%‘] 4

l_tz: 3|

4| * Units: |

‘ Add Service Line Item |

Update Service Line Ttem |

&b Enter

Note: ProviderOne will not let you save the template if a date

in in the future.

Advanced Billing: Create Template & Submit Claim (Jan. 27, 2015)
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Social Service Claim Template Screen

My
Inbox

d. Enter number of units. See
note

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

Path: Provider Portalf Social Service Claim Template List

Close Save Template Reset

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

Basic Claim Information
Provider Billing | Subscriber | Claim | Service
PROVIDER INFORMATION submitter ID:[201102008

Billing Instructions

* 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
mm dd ceyy mm__dd Yy
* Service Date From: | {0 26/ 2014 * Service Date To: | I |
* Service Code: [SA420 Modifiers: 1: | 2 | 3| 4: | “units [ 4
Add Service Line tem || Update Service Line Ttem | ‘

&d Enter

Note: The number of units should be the number of reoccurring units for this Service Code in a single
day. As with Basic Billing, if the claim meets the requirements to use a date range, span, then the unit
number is the total days within the date range for daily unit types; or the number of months within the date
range for monthly unit types.

Advanced Billing: Create Template & Submit Claim (Jan. 27, 2015) 7 of 22



Create Template

At this point, if you will be using the
template method to claim you can save
the template or choose to follow the
additional steps to add a service line.

e. To save the template. Click on
Save Template

f. Pop-up appears

g. Click on OK

If you will be using the Batch Template

method you must add the service line
before you save the template to make the
Batch Template process more efficient.

h. Click on Add Service Line

i. Service line appear. Follow
steps e. f. and g. to save the
template.

r R
If the pop-up does not

appear, see page 20 for
the quick instructions
on how to turn off your
computer’s pop-up

blocker.
. v

&f

Social Service Claim Template Screen

My
Inbox

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

Path: Provider Portalf Social Service Claim Template List

8e Click on

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

Billing Instructions

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

Submitter ID:[ 201102008

&f

-
Message from webpage

* Template Name: |Waters-SA420

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

SUBSCRIBER/CLIENT
# Client ID: | 200907004WA

===

fo' Do you want to save the Template?

CLAIM INFORMATION [ o ————
CLAIM INFORMATION i—] |
* Autharization Number: |1000000234 { = =)

BASIC LINE INFORMATION
BASIC SERVICE LINE ITEMS

89 Click on

mm dd CCY'y
* Service Date To: | I | =
* Units: | Z

Update Service Line Ttem |

* Service Date From:

* Service Code: Modifiers: 1: | Z | 3| 4 |

Add Service Line Item | |

\

&h Click on

T IO M Lo
lick a Line No. below to view/update that Line Rem Information. Total Charges Submitting: §75.00
Service Dates adif jers
Service Code Umits

From Ta 1 2 3 4

01/28/2014 01/28/2014 SA4I0 10 Dalets

Advanced Billing: Create Template & Submit Claim (Jan. 27, 2015)
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List

9 Claim Template
9. Claim Template List page
appears

Type Of Claim: Social Service

10. Showing New template

list:

Create Social Service Claim Template

Edlit)| View || Delete || SavedaCol

Ggatenorch || createBaich al | |

11. To Edit, View, Delete, change

Filter By: = And =
template name (SaVGAS) or Templ.a‘Ee Name Templa.teType Last Up.d?ted By LastUﬁd'ated
Waters-54420 ocial Service Jonesk 04/01/2013
COpy a template: Lewis-5A722 SONg! Service CurtisC 03/31/2013
Meyer-5A722 Social ice ICurti)C 03/31/2013
: . Wilborn-5A420 Social Se Jamesh 03/29/2013
a. CIICk on |:| neXt to deSIred Hogan-5A686 Social Sem JameE:M 03/28/2013
template name Self-5AGEE Social Service Ny CurtisC 03/28/2013
McDaniel-5A722 Sacial Service N Curtilc 03/25/2013
. | viewing Fage 1 Med == |2 Go| PageCount | SaweTonls
b. Select action \
Template Name
| Waters-5A420 70
1a Click on =
77
Claim Template List:
Edit]| View|| Delete || saveAsCopy || createBatch || Create Batch Al
771b Select
Advanced Billing: Create Template & Submit Claim (Jan. 27, 2015) 9 of 22




Plashripion S
DEPAETIENT OF
SEHCIAL fr HEALTH

SERVICES

Copy Template Provider@ne

Time saving tip: To make other
templates with the same service
information you can make a copy
of an existing template, change the
client information, rename, and
save.

1. Click on D box next to
desired template name

9 Create Claim Template

Create Social Service Claim Template

Type Of Claim: Social Service ] *
i ] jat:

Edlit|| View| Delete|| SaversiCopy || CresteBarch || Create Batch all

TempI‘a‘Ee Name Temth Type Last Up.d?ted By Last U;id'ated

Waters-5A420 Social Service \ Jonesk 04/01/2013
Lewis-SAT22 Social Service \ CurtilC 03312013
Meyer-5A722 | Social Service  \ lcurtiic 03/31/2013
wilborn-sA420 | Social Service \ JamesM 03/29/2013
Hogan-5A686 | Social Service \ Jarmesh 031282013
Salf-SAGEE ; Social Service \  |curtic 03/28/2013
McDaniel-SA722 Social Service \ |curtic 03/25/2013

Template Name SaveToLS \

7 Click on = h

2. Click on SaveAs/Copy

‘Waters-54420 70 \

Claim Template List:
Edit”‘-.-'iew |DE|EIE” SaveAsCopy | Create Batch ||

Create Batch All

2 Select

Advanced Billing: Create Template & Submit Claim (Jan. 27, 2015)
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Copy Template

3 Template

Inbox

3. Template appears

4. Change Template Name

5. Change Client ID

Close Save Template Reset

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

Path: Provider Portalf Social Service Claim Template List

& Click on

Links: [l >

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

6. Change Authorization Number

PROVIDER INFORMATION

Provider Billing | Subscriber | Claim | Service

Social Service Provider Billing Screen:

* Template Name: | SMith
BILLING PROVIDER

7. Change information (including

* provider ID: [201102008

SUBSCRIBER/CLIENT INFORMATION
SUBSCRIBER/CLIENT

service line, if applicable)
needed

# Client ID: | 123456789WA

CLAIM INFORMATION
CLAIM INFORMATION

8. Click on Save Template

+—05 Change

+—4 Change

* Authorization Number: |98765432195 — 6 Change

Billing Instructions

Submitter ID:| 201102008

mm dd oYy

*Service Date Ta: [0 [26 2014

Modifiers: 1: | 2|

|

4| * Units: I

Add Service Line Item

Update Service Line Ttem |

BASIC LINE INFORMATION
BASIC SERVICE LINE ITEMS
; * mm dd coyy
7 Change (lF needed) * Service Date From: WWW

* Service Code: ISKZZU
9. Pop-up appears
10. Click on OK 9

rMessagefromwebpage‘; g

io:l Do you want to save the Template?

] [ cancel |

710 Click on

Advanced Billing: Create Template & Submit Claim (Jan. 27, 2015)
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DEPAETIENT OF
SEHCIAL fr HEALTH

SERVICES

Copy Template

11. Create Claim Template page
appears

12. Showing new template and
that the original template is
still available

17 Create Claim

Template

Type Of Claim: Social Service

Claim Template List:

Edit| | Wiew || Delete|| seversiCopy || Create Batch

Create Social Service Claim Template

| Create Batch All

Filter By: And
Templfl;e Name T-emplilt? Type Last Up.drated By Last Ug_d'zted
Waters-5A4420 Social Service Jonesk 04/01/2013
Smith N Social Service Jonesk 04/01/2013
Lewis-SAT22 \ Social Service CurtilC 03/31/2013
Meyer-SA722 \ Social Service ICurtilC 03/31/2013
Wilberi-5A420 \ Social Service Jamesh 03/29/2013
Hogan-SA686 "5 0cial Service Jammesh 03/28/2013
Self-SAB8E N&wice Curti)C 03/28/2013
McDanigaaidas ERE, W P 03/25/2013
- Template Name
ik T
‘Waters-5A420
- [=72
mith
Advanced Billing: Create Template & Submit Claim (Jan. 27, 2015) 12 of 22
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Submit Claim Using a Template

This section is on how to submit a claim using a saved template.

1. From the Provider Portal

2. Click on Social Service Create
Claims from Saved Templates

'\

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

See page 20 for the quick
instructions on how to turn
off your computer’s pop-up

7 Provider Portal

My
2 g Inbox

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

Path: Provider Partal

B —Select- hd

ProviderOne ID: 2011020 MName: Katherine Jones

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

By 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

Social service View Authorig G cjg| Service Authorizations and Billing
Social Service Claim Inquiry

blocker.
J

2 Click on

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

Provider&ne

Hide/Max |

Social Service Create Claims from Saved Templates

Social Service Manage Batch Submission
Social Service View Authorization List

Advanced Billing: Create Template & Submit Claim (Jan. 27, 2015)
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3. Create Social Service Claim from
Saved Templates page appears

3 Create Claim Template

Create Social Service Claim from Saved TemplatesList
Filter By: r And = —
Templa;E Name Templa‘ti Type Last Up‘dgrted By Last Lleclfted
Waters-54420 ocial Service Jonesk 03102013
Lewis-5SA722 Somg Service CurtiJC 03/10/2013
Meyer-5A722 Social INice CurtiJc 03/12/2013
Wilborn-5A420 Social ServieNy CurtilC 03/15/2013
Hogan-5AG86 Social Service \ CurtilC 03/21/2013
self-5AG86 Template Name 03/21/2013
McDaniel SA722 2y - 03/30/2013
Waters-5A420 |[«= & Click on
| Viawaing Faga 1 Mg == | 2 Gl}: -
Lewis-SA722
Meyer-5A722

4. Click on desired template name

Advanced Billing: Create Template & Submit Claim (Jan. 27, 2015) 14 of 22
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5. The Billing Screen appears with

template data

6. To submit a claim, use
the same process as
Basic Billing

a. Verify Information

b. Change data for
this claim. i.e. date
of service

c. Click on Add
Service Line. You
can add additional
Service Lines for
this Authorization

5 Billing Screen w/ Template Data 6a Verify

| Close || Save Claim || Submit Claim || Reset | /

Social Service Billing Screen:

Mote: asterisks (*) denote reguired fields. Billing Instructions

Basic Claim Information

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

+ Provider ID | 201102008
SUBSCRIBER/CLIENT INFORMATION

SUBSCRIBER/CLIENT
+ Client 1p: | 200907004 WA

Submitter 1D 201 102008

CLAIM INFORMATION

CLAIM INFORMATION
* Authorization Number: l 1000000234

BASICLINE INFORMATION

BASIC SERVICE LINE ITEMS /— 6b Change
mm_gdd. £ cryy e ceyy
* Service Date From: [ 03 [ 27 || 2013 * Service Date To: | 03 |[27 |[2013
* Service Code: | SA420 Madifiers: 1: | 2 | 3 | 4 | * Units: I 4

Patient Account No: |

‘ Add Service Line Item | | Update Service Line Item

6¢ Click on

Advanced Billing: Create Template & Submit Claim (Jan. 27, 2015) 15 of 22




%biﬁﬁﬁmﬁ
TLECIAL &I’H

Submit Claim Using a Template

Provider&ne

7. Service Line appears

8. As with Basic Billing,
you can add Service
Lines for this
authorization. Click on
the Line Number of a
Service Line and it will
populate the Basic Line
information. Change
the claim data and click
on Add Service Line.
After the new Service
Line appears you can
add more or submit the
claim.

9. Click on Submit
Claim

Lime  Service Dates . add lers
7 - ™ = To Service Code § 3 =
1 10/27/2014 10/27/2014 SA4I0
Line Service Dates
No From
& Click on —~>|1 102712014

Billing Screen

| Close || Save Claim || Submit Claim | Reset |

9 Click on

Social Service Billing Screen:
Mote: asterisks (*) denote reguired fields.
Basic Claim Information
Provider Billing | Subscriber | Claim | Service
PROVIDER INFORMATION

BILLING PROVIDER

+ Provider ID | 201102008

SUBSCRIBER/CLIENT INFORMATION

SUBSCRIBER/CLIENT
+ Client 1p: | 200907004 WA

CLAIM INFORMATION

CLAIM INFORMATION
* Authorization Number: l 1000000234

BASICLINE INFORMATION
BASIC SERVICE LINE ITEMS

mm  dd

* Service Date From: I I I

Billing Instructions

Submitter ID{ 2017102008

mm dd ooy

* Service Date To: |

* Service Code: Modifiers: 1: | 2: | 3: |

—

Patient Account No: |

| Add Service Line Item | '

4: |

Update Service Line Ttem

* Units: I

Freviously Entered Line Item Information

Advanced Billing: Create Template & Submit Claim (Jan. 27, 2015)
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10. Submitted Social Service Claim
Details pop-up appears See note

710 Submitted Social Service Claim Details

e —
11. The Transaction Control
Number (TCN) appears

Submitted Social Service Claim Details 77
Provider ID:; 2071102008
12. No Records Found means Client ID: 200907004WA
Date of Service: 03/26/2013
that this claim has no Total Claim Charge: $75.00
attaChment- Never add Please click "Add Attachment" button to attach documents.
attachments. : : : .
Line No | File Name Attachment Type Transmission Code Attachment Control File Size | Delete | Uploaded On
|| r AT AT AT AT AT AT AT AT
No Records Found ! . .
13. Click on Submit Print Details | Print Cover Page jmt .
72 13 Click on
You MUST click on “Submit” to complete
the claims submission process.
r N\

Note: If the pop-up page does not appear, it means that your “Pop-up
Blocker” has not been turned off and you need to close this billing page.

See page 20 for the quick instructions on how to turn off your computer’s
pop-up blocker. Then return to the billing page to submit a claim.
\ v
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14. Blank Social Service Billing Screen
appears

15. Click on Close

14 Social Service Billing Screen

Close || saveclaim || submitclaim || Reset |

15 Click on

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

Billing Instructions
Basic Claim Information

Provider Billing | Subscriber | Claim | Service
PROVIDER INFORMATION Submitter ID4 201102008

BILLING PROVIDER
* Provider ID |

SUBSCRIBER/CLIENT INFORMATION

SUBSCRIBER/CLIENT
* Client ID:I

CLAIM INFORMATION

CLAIM INFORMATION
* Authorization Number:

BASIC LINE INFORMATION
BASIC SERVICE LINE ITEMS
mm__dd oYy mm  dd coyy
* Service Date From: | | | * Service Date To: | [ |
* Service Code: | Modifiers: 1: | 2 | 3 | 4 | * Units: |

Patient Account No: |

Add Service Line Item | | Update Service Line Iiem

Advanced Billing: Create Template & Submit Claim (Jan. 27, 2015) 18 of 22
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Pravider@ne

16. Create Social Service Claim from
Save Template appears

17. Select an new template

or

18. Click on Close to return
to Portal Page.

16 Create Social Service Claim from Saved Template

18 Click on- ¢

reate Social Service Claim from Saved TemplatesList

Filter By: i And r Go
Templitgr Name | Templa‘tg' Type Last Upgited By Last Lled‘gted

Waters SA420 Social service Jonesk 03/10/2013
Lewis-5SA722 Social Service CurtiJC 03/10/2013
Meyer-5A722 Social Service CurtilC 03/12/2013

17 Select j Wilborn-5A420 Social Service Curtilc 03/15/2013
Hogan-5A686 Social Service CurtilC 03/21/2013
Self-5A686 Social Service CurtilC 03/21/2013
McDaniel-5A722 Sacial Service CurtilC 03/30/2013

| viwing Page 1 Mex== |2 Go| PageCount | SaveToxls |
Advanced Billing: Create Template & Submit Claim (Jan. 27, 2015) 19 of 22
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Pop-Up Blocker

ProviderOne uses “Pop-Up Windows” (small screens or windows
that appear in front of the window you are viewing). For
ProviderOne to work, your computer must be set to allow pop-up
windows. Different computers have different method to turn off
the pop-up blocker, here are two common approaches.

Option 1:
1. From an internet page

2. Turn off pop-up blocker
a. Click on Tools

b. Click on Pop-up Blocker

c. Click on Turn Off
Pop-up Blocker

3. Pop-up window appears

4. Click on Yes

3 Pop Up Window

Windows Internet Explorer

@& Areyou sureyou want to tum off Intemet Explorer's
‘¥ Pop-up Blocker?

4 Click on =% _=_1__»

fg, T o e o
Pop Up Window =T} oo
. J

T Internet Page
File Edit View Favorites D 2a Click on
X %Conver’c - 5e|ect Delete browsing history... Ctrl+Shift+Del

InPrivate Browsing Ctrl+Shift+P

Tracking Protection...

ActiveX Filtering

Diagnose connection problems... I

Reopen last browsing session

Add site to Start menu 2C CIiCk on
Username: View downloads Ctrl+)

Password:

Mote: The Domain, Username and
assword fields are case sensitive.

© Unlock Account and Reset
Password, Click here

If you are a Client, Clidc here
Creating neve Session, Click here

ogin Problems? Click here

Pop-up Blocker

»
SmartScreen Filter\ 2b Click on >

Turn off Pop-up Blocker
Pop-up Blocker settings

Manage add-ons

Compatibility View

Compatibility View settings

Subscribe to this fesd...

Feed discovery 4

Windows Update

F12 developer tools

OneMote Linked Motes
Send to OneMote

Internet options

Environment: ecams
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Option 2:

1. From an internet page

2. Turn off pop-up blocker
a. Click on EI

b. Click on Internet Options

” ~ " I re———
e = @ Ntip:/ /www.providerone.wa.gov/ 0~ ¢ XIE (22 Welcome to MMIS

1 Internet Page 2a Click on

The mission of DSHS is to improve the quality of life for individuals and families in need.

View downloads

To deliver services to the people who need them, the department is divided into seven administrations:

« The Aging and Disability Services Administration (ADSA) Mana gea dd-ons

o The Children's Administration (CA)

« The Economic Services Administration (ESA)

+ The Health and Recovery Services Administration (HRSA) F12 develo per too Is

« The Juvenile Rehabilitation Administration (JRA)

Go to pinned sites

File Edit View Favorites Tools Help ¥ Sele
Print 4
File 4
Zoom (100%) 4
The Department of Social and Health Services (DSHS) is an agency that helps people. We do this in partnerships with famili
providers, other government agencies, and the many thousands of generous foster parents, neighbors, and itizens who ma Safety 3
other.

Ctrl+)

= The Management Services Administration 2b :l' k
ovronmen; ecams

Page ID:pgLogin{Login)

Internet options

About Internet Explorer
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Option 2 (cont.):

c. Internet Options appears 2d Click on  2¢ Internet Options

.

| |
| General | Security | Frivacy | Content | Connections | Programs | Advanced|

d. Click on Privacy

[ Settings

e. The ["should be empty.

Select a setting for the Internet zone.
Medium

. .
f' If the IS CIICk on the - Blocks third-party cookies that do not have a compact
box to remove the check privacy policy

- Blocks third-party cookies that save information that can
] be used to contact you without your explicit consent
g. Click on Privacy - Restricts first-party cookies that save information that

can be used to contact you without your implicit consent

[ Sites Il Import ][ Advanced I Default

Location .
Neve_r allow V:.febSitES to request your Clear Sites

physical location |
Pop-up Blocker |

28/2F []Turn on Fop-up Blocker Settings

InFrivate

Disable toolbars and extensions when InPrivate Browsing starts

@ Some settings are managed by your system administrator.

I oK I Cancel Apply
|

29 Click on
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