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

e CreateBatch ............. 2
¢ SubmitBatch........... 13
 Revalidate Batch ..... 22

Create & Submit
Social Service Batch

Pl
training course.

This tutoriel will tske approximately 7
minutes to complete.

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

\. /
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This section is on how to create a template batch.

1 Provider Portal

1. From the Provider Portal

Welcom¢ You have logged in with EXT
Provider Social Services Profile. Links:

Path: Provider Portal

provierone o [ v I

~Select- |

2. Click on Social Service Manage
Template

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
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:

Go

Social Service Batch File Status Alert Type l Al Message I Aler Date I Due Date l Read
Social Service Resubmit Denied /Void AY AY il

Social Service Retrieve Saved Claims No Records Found!
Social Service Manage Template

Social Service Create Claims from Saved Templates
Social Service Manage Batc p—

Social service View Authorig§ g cjal 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

Social Service Resubmit Denied/Void

Social Service Retrieve Saved Claims

ial Service Manage Template

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

Social Service View Authorization List

Washington a special place by taking care of each other.

2 Click on
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3 Create Claim Template

3. The Create Claim Template
page appears
Create Social Service Claim Template
Type Of Claim: Social Service v v - 44
4. The list includes all the
templates you have created for Claim Template List:
. Edit]| View | Delete || SaveAs/Copy Create Batch Create Batch All
your domain 5L And
Templft'e Name Templa.ts Type Last Up‘deted By Last U%d'ated
a. Type of C|a|m is Social Service 04/01/2013
i i A Social Service 03/31/2013
Social Service. If is not Social Service 033112013
- Social Service 03/25/2013
ShOWIngv use the drop Social Service 03/28/2013
down menu to Select Social Service 03/28/2013
. i Social Service 03/25/2013
Social Service 2 Gs| Pagaomas | sweruns
A Batch is a group of templates submitted at the
same time which share the same date of service.
3 of 27
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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

« The date of service can be
blank or any date not in the

Claim Template List:

Edit|| View ) [ Delete | SaveAs/Co py

Create Batch H Create Batch All

6 Create Claim Template

Create Social Service Claim Template

Type Of Claim: Social Service

Claim Template List:

dit)| View| Delete

SaveAs/Copy Create Batch All

Create Batch

And

Templa.ts Type Last Up‘deted By Last U%d'ated
future . When you create the Sorial Sanvice mrer—
Batch it will set the date of PG Service 03/31/2013

. Social ce 03/31/2013
service on all the templates. Social Servie 0372912013
\ Social Service 03/28/2013
Social Service 03/28/2013
Social Service 03/25/2013
5. To view a template and verify o L TR L Template Name
that it is complete, click on [l 5 .
box next to the desired | [
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
Create & Submit Social Service Batch (Mar 3, 2015) 4 of 27
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7 5qved Template

Inbox

7. The saved template appears

Welcome

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

8. Verify that the template is

complete, including service line T e | sverone |

Reset

You have logged in with EXT N _select- =)

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

Basic Claim Information
Provider Billing | Subscriber | Claim | Service

OVID » U

BILLING PROVIDER

SUBSCRIBER/CLIENT INFORMATION

SUBSCRIBER/CLIENT
+cient o: (NG

CLAIM INFORMATION
CLAIM INFORMATION

* Authorization Number: _

BASICLINE INFORMATION
BASIC SERVICE LINE ITEMS

* Service Date From: | |
[—

9. Change the template as needed

&

1 LY

| Number of units must be for this
billing period.

2
N [ 4

* Service Code:

Modifiers: 1: | 2 | 3| 4 |

Billing Instructions

mir dd cyy
* Service Date To: | | |
* Units: |

Update Service Line Item

Add Service Line Item

Previously Entered Line Item Information

Service Dates
From Ta
01282014

Service Code

ick a Line No. below to view/update that Line tem Information.

Total Charges Submitting: $75.00
Madif iers

| 2 3 4

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

5 of 27



B,
T

Create Batch

10. Click on Save Template

11. Click on Close

17 Click on

Saved Template

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

Path: Provider Portal/ Social Service Claim Termplate List

10 Click on

(5 ~Select-

Save Template

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

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

BILLING PROVIDER

SUBSCRIBER/CLIENT INFORMATION

SUBSCRIBER/CLIENT
~cient o: [
CLAIM INFORMATION

CLAIM INFORMATION
* Authorization Number:
BASIC LINE INFORMATION
BASIC SERVICE LINE ITEMS

n dd vy
* Service Date From: | | |

Billing Instructions

submitter 0 [N

dd

* Service Date To: | - I I -

m

* Service Code: [ Modifiers: 1: | 2| 3| 4 | * Units: |
Add Service Line Item Update Service Line Item
Click a Line No. belaw to view/update that Line tem Information. Total Charges Submitting: §75.00
Service Dates e Madif iers o
From To 1 2 3 4
0112812014 011282014 SA420 0 Dawta

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

Claim Template List:

it | Viewe | Dl et SaveAsi opy
And -

Template Type Last Updated By
| W4 av

3

Last Updated
AV

Social Service Jonesk 05/01/2013
Social Service CurtiJC 03/312013
ICurti)C 03/31/2013
JamesM 02/29/2013
Jarnesm 032642013
Social Servic Curti)C 03/282013
Social Service CurtiJC 0272572013

Vizwng Fage 1 Nests= |2

Go| PajeCount | SaveTods

Claim Template List:
Edit]| View|| Delete | SaveAsiCopy

|| Create Batch H Create Batch All

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

you can use Batch All.

t

14 Click on

Create & Submit Social Service Batch (Mar 3, 2015)
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15. To submit selected templates
in a batch:

a. Click on Obox next to the
desired template names to
include in the batch

15a Click on

b. Click on Create Batch

16. Pop-up appears

17. Click on OK

Create Claim Template
[Close ][ Ada |

Create Social Service Claim Template

Type Of Claim: Social Service b i

Claim Template List:

fit]| Wiews | Delete|| SavesiCopy |

Cregte Ratch Create Batch All

And = )

Templalte Type Last Up.dftcd By Last Ug\drated
Social Service Joniesk 05/01/2013
Social Service Curti)C 03/31/2013
ICurtiJC 03/31/2013
JamesM 02/29/2013
Jarnesm 032642013
Social Servic Curti)C 03282013
Social Service CurtiJC 03/25/2013

0 | vy Fage 1 Mets |2

Go| PajeCount | SaveTods

Claim Template List:
Edit]| View|| Delete | SaveAsiCopy

Il Create Batch U Create Batch All

t
15b Click on

16 Pop-up

-
Message from webpage

==
|

wow Are you sure you want to create a Batch?

6K k‘ \ Cancel

" A Y J

17 Click on

Create & Submit Social Service Batch (Mar 3, 2015)
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18 Batch Claim _{)ttribubcs

18. Batch Claim Attributes "2 Welcome to MMIS - Windows Explore e

appears ——
‘ 2] I
19. Claim Type defaults to

Social Service

Batch Claim Attributes:

Claim Type: Social Service 719
20. Enter Service From Date Service From Date: «20 Enter
Service To Date: <« 27 Enter

21. Enter 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:

*

*

*

*

*

[-Build Batch] Cancel

-1
\

Service From Date & Service To Date

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 27
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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

"2 Welcome to MMIS - Windows Intemnet Explorer [ESEESCT)
Batch Claim Attributes:
Claim Type: Social Service v
Service From Date: 05/01/2013 22 Click on
Service To Date: 05/01/2013

I—Build Batch ] Cancel

Batch Claim Attributes
"2 Welcome to MMIS - Windows Interet Explorer [ESEEEC)

| Batch Number is 1280/64612715. Total claim templates selected=3. |
Batch Claim Attributes:

Claim Type: Social Service

Service From Date: 05/01/2013
Service To Date: 05/01/2013 24 Click on [)
Cancel

| Build Batch |

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

=48 56 click on

Create Social Service Claim Template

Type Of Claim: Social Service i

Claim Template List:

it | wiew | Delete|| SavensiCopy || Create Raxch Create Batch All

Filter By: a And -
or Templ‘atve Name ‘ Templa‘te Type Last Up.dftcd By Last Ug\drated
Social Service Jonesk 05/01/2013
Social Service Curti)C 03/31/2013
Click on Close to return to the Social Service CurtiJC 03/31/2013
Secial Serviee JamesM 03/2972013
Provider Portal Social Service Jr— 03282013
Social Service Curti)C 03282013
Social Service CurtiJC 03/25/2013
Viewing Fage 1 Medts- | 2 Go| PajeCount | SaveTods
Create & Submit Social Service Batch (Mar 3, 2015) 11 of 27
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This section is on how to submit a template batch.

1. From the Provider Portal

2. Click on Social Service Manage
Batch Submission

1 Provider Portal

Welcome You have logged in with EXT
Provider Social Services Profile. Links:

~-Select-

Path: Provider Portal

providerone i NNIIEE o S

Welcome!
The Department of Social and Health Services (DSHS) is an
agency that helps people. We do this in partnerships with
families, community groups, religious organizations, private
providers, other government agencies, and the many thousands
Hide/Max  of generous foster parents, neighbors, and citizens who make

Online Services

Payments Hide/Max

View Payment

Provider

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:

Hide/Max

Social Service Batch File Status

Al Type
Social Service Resubmit Denied /Void AY

[ [ owew ]

N
Social Service Retrieve Saved Claims No Records Found!

Social Service Manage Template
Social Service Create Claims from Saved Templates
Social Service Manage Batc p—

Social service View Authorig§ gy cjal 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
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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' S Click on
3. From the Batch Claim e G,-msrl

Submission Status List 3 Batch Claim Submission Status List
e | View Gams ||| Revaidate || Detete |

ce Batch Claim Submission Status List

4. Click on Obox next to the Filter By : . = . -
_—
. Batch Number|  Type | Createapy  Dateh Creation status FromDOS | Topos | 103l Billed it R
desired batch. A batch must av Ay v o v g 2 T ! Pei St
- a4y G AY A Y
have Passed Validation before 1280764612715 Sodal Service onesk 04/01/2013 Pass Validation 05/01/2013  J05 /31/201§ $100.00 3 0
_t b b _tt d 1280764613200 Sodal Service § CurtidC 04/01/2013 Submitted for Claims Loading D5/01/2013 05/15/201§ $150.00 4 4
- 1280764613235 Social Service § CurtidC 3/28/ 2013 Submitted for Claims Loading 04/01/2013 JO4/15/2019 $300.00 2 2
1280764613335 Social Service § CurtiiC 03/15/2013 Submitted for Claims Loading 04/01/2013 JO4/30/2019 $215.00 2 2
H M - 1280764614895 Social Service § JonesK 02/15/2013 [Waiting P3/01/2013 3/30/2013§5105.00 3 0
5. Click on View Claims
1280764614895 Soddal Service § CurtidC 02/15/2013 Subwmitted for Claims Loading 03/01/2013 J03/15/2019 $285.00 2
1280764614895 Sodal Service § CurtdC 02/01/2013 Subwmitted for Claims Loading 03/01/2013 J03/15/2014 $100.00 3 3
Viewing Page 1 Next >> |2 Go| Page Count SaveToXLS

Batch Number Type

A'Y AY A Y

1280764612715 Sodal Service 04/01/2013

4 Click on

Il‘ai s Valldation

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.
- 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) 13 of 27
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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 Submit Entre Batch Delete
Service Claims created from Batch List
Filter By : And - Go
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 &Y
» 1280764612715.0003 05/01/2013 05/31/2013
» 1280764612715-0002 05/01/2013 05/31/2013
» 1280764612715 0001 05/01/2013 05/31/2013

Viewing Page 1 1

& Click on

System Generated éllim 13]

AY

1280764612715-.0003

1280764612715-0002

7 7

1280764612715.0001

9 Basic Billing Screen

2149 Path; Frovider Portall Socal Service Bling Soesn
Close Save Oaim | [ submit €laim Rewt
[Sodial Service Billing Scraen:
[Note: asterisks [*} dunate quired fields.

Provider Billing | Subscriber | Claim | Service
PROVIDER INFORMATION

BILLING PROVIDER
* weovicer 10; |
SUBSCRIBER/CLIENT INFORMATION
SUBSCRIBER (CLIENT
+ ciers o: G

CLAIM INFORMATION
CLAIM INFORMATION

+ aurmonzaron remee:: |

BASICLINE INFORMATION
BASIC SERVICE LINE ITEMS.

* Survice Date From: li‘*h

moditiers 1: [~ 2 x [ [ e

Add Service Line Ttem

d__a
* Servicn Date To:
* Units:

—

Update Service Line Item

Previowsly Entered Lne Item Information

Clidc a Line N ewlupdate that Line ftem |

me  Servin Dates

= Service Cude
mwnems @aan

Total Charges Submitting: § 75.00
. W

Maddurs

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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10. To modify the claim

a. Click on Line Number

b. Basic Line Information

populates

c. Enter modification

d. Click on Update Service

Line ltem

10a Click on

70b

Basn: Billing Screen

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

Path: Provider Portal/ Sodial Service Biling Screen

[yl —~Select- 1

[ Close || saveclaim || submitClaim || Reset

Social Service Billing Screen:
Note: asterisks (*) denote required fields. Billing Instructions
Baslc Clalm Informahon

er | Claim | Service
PROVIDER INFORMATION submitter 10: [ | G
BILLING PROVIDER
SUBSCRIBER/CLIENT INFORMATION

SUBSCRIBER/CLIENT
* Client ID:

10c Modify

CLAIM INFORMATION

wnorzstion Nurmber: [N 2

* Authorization Number:

* Units: |1

BASIC SERVICE LINE ITEMS

mm

me dd ceyy
* Service Date From:  [05 [W[W rvice Date To: [05 [0 [2074
* Service Code: I Modifiers: 1: | 2 | 3| 4 | * Units: I 10

Patient Account No: I

[ Add Service Line Item Update Seryice Line Item
Previously Entered Line Item Information

Click a Line No. below to viewfupdate that Line item Information.

Line  Service Dates e Madif iers
Mo From To T 12
03/26/2013 03/26/2013 SA420

Total Charges Submitting: $75.00
Units

10 Delete

Create & Submit Social Service Batch (Mar 3, 2015) 15 of 27
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11. Modified service line
appears

12. Click on Save Claim

Basic Billing Screen

Welcome fou have logged in with EXT
Provider Social Services Profile,

Path: Provider Portal/ Sodial Service Biling Screen

12 Click on

[ cClose [ savecClaim |[ submitcClaim |[ Reset

[P T -Select- sl

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

BILLING PROVIDER

+ provider 10: [ NG

SUBSCRIBER/CLIENT INFORMATION

SUBSCRIBER/CLIENT
* Client ID:

Billing Instructions

submitter 10: [

CLAIM INFORMATION
CLAIM INFORMATION

* Authorization Number: _

BASICLINE INFORMATION
BASIC SERVICE LINE ITEMS

m dd ceyy nm dd ccyy
* Service Date From: | | I * Service Date To: | |
* Service Code: I Modifiers: 1: | 2 | 3| 4 | * Units: I

Patient Account No: [

Add Service Line Item || Update Service Line Item

Previously Entered Line Item Information

- tal - : :

Lipe  Service Dates Modif jers
77 M Frem To Ao 12
"1 1 o0s012013 05/01/2013 SA 420

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

13 Claims Created from Batch List

List appears Cose]l  Submt Selected Subme Entre Batch || Dekete
Service Claims created from Batch List
iiter By : And Go
i . Link lnumoen:r:nd Claim 1D ] Tompl[;h' Name Cll:n:lo | Chient Name Authorization Number Frombn:e'ur\nea room‘ov'urvm
14. You can delete a claim prior
to submission of the batch.
Click on O box next to the
desired batch
15 Click on
15. Click on Delete =
Close Submit Selected Submi Entire Batch Delete
Social Service Claims created from Batch List
Filter By : v
Link System Generated Clam ID Template Name
ay &Y AY
14 Click on » 1280764612715-0003
» 1280764612715-0002
» 1280764612715-0001
Create & Submit Social Service Batch (Mar 3, 2015) 17 of 27
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You can submit all or some of the

Claims created from Batch List

Iisted Claims_ Close Submit Selected Submi Entre Batch Dekete
Service Claims created from Batch List
iiter By : And Go
:m: System Oen:r:ttd Claim 1D ] TompCAlh' Name Cll:n; [[+} CMT ':m Amonu‘uo'n Number From on: r:v Service To M‘O"kfvm
» 1280764612715 0003 05/31/2013
16. You select some of the ~ERN P————"
claims, click on Obox next to B o
. . " |Veewing Page 1 1 SaveToXLS |
the desired claims
17 Click on 18 Click on
17. Click on Submit Selected :? =
Close Submet Selected Submi Entire Batch Delete
Social Service Claims created from Batch List
Filter By : v
Link System Generated Clam ID Template Name
ay &Y AY
76 C,iCk on » 1280764612715.0003
) ) » 1280764612715-0002
18. To submit all of the listed :
claims, click on Submit Entire ’ 1280764612715-0001
Batch
Create & Submit Social Service Batch (Mar 3, 2015) 18 of 27
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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

a
Claims created from Batch List

Close Submit Selected Submit Entire Batch Delete

Social Service Claims created from Batch List
Filter By : - And - GO
Link System Generated Claim ID Template Name Client ID Client Name Authorization Number From Date Of Service To Date Of Service
AV AV AV | 4 AV AV AV
» 651115000004755000 05/31/2013
» 651115000004774000 05/31/2013
» 651115000004 778000 05/31/2013
| Viewing Page 1 {1 SaveToXLS |

6511150000047 55000

6511150000047 74000
9 =

6511150000047 78000

Create & Submit Social Service Batch (Mar 3, 2015) 19 of 27
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21. Batch Claim Submission
Status List appears

21 Batch Claim Submission Status List

24 Click on j'l Fvter By :

22. Showing updated status

23. Showing Submitted Claim

Count

View Caims Revaidate | Delete ‘
Social Service Batch Claim Submission Status List
- And - Go
BatchNumber| Type |Createamy D3tch Creation status From DOS | To DOS Total Biled Claim Submitted Claim
av av av Oate av av av Amount Count
&Y A Y A Y A Y
|I 1280764612715 Sodal Service § Jonesk 04/01/2013 Submitted for Claims Loading [05/01/2013  P5 /3172019 $100.00 n
1280764613200 Sodal Service § CurtiJC 04/01/2013 Sltb'h!h-dlv Claims Loading  P5/01/2013 05/15/201§ $150.00
1280764613335 Social Service | CurtidC P3/28/ 2013 Subfnnrlnr Claims Loading 04/01/2013 JO4/15/2014 $300.00
1280764613335 Social Service § CurtilC 03/15/2013 Subrnn’fnr Claims Loading 04/01/2013  J04/30/2014 $215.00
1280764614895 Soclal Service | JonesK j02/15/2013 M’altl’l P3/01/2013 3/30/2013§5105.00
1280764614895 | Social Service | curtisc 02/15/2013 Su!ﬂl!rd for Claims Loading  J03/01/2013 J03/15/2013 $285.00
1280764614895 Sodlal Service § CurtuC 02/01/2013 Sufﬂeu for Claims Loading 03/01/2013 03/15/2019 $100.00
Viewng Page 1 Next >> |2 Go| Page Count | ons |

24. Click on Close

22

~>

/

Submdtted for Clalms Loading

Count
AY

Create & Submit Social Service Batch (Mar 3, 2015)
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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 I_Provider Portal
Vi e My

Welcome fou have logged in with EXT
Provider Social Services Profile. Links:

Path: Provider Portal

providerone 1o: [ [ | [ I o~

-Select- |

2. Click on Social Service Manage
Batch Submission

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 F el Ge

Social Service Batch File Status = Alert Date Due Date Read
Social Service Resubmit Dega

Social Service Retrieve Savi§ o Cja| Service Authorizaﬁons and Billing aC/nan

Social Service Manage Tem

e aerice sieate ] Social Service Claim Inquiry
Socalservice iewAutorg 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 Saved Templat

2 Click on cial Service Manage Batch Submission
Social Service View Authorization List
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%%i"‘?ﬁ?gx Revalidate Batch Provider'S)e

3. The Batch Claim Submission 3 Batch Claim Submission Status List

H vase View Cams Revaldate Delete ‘
Status List appears e -
Filter By : . And v Go
! L Batch Creation Total Billed Claim Submitted Claim
f Batch Number| Created Statu Fi DOS ToDOS
i o A bl B + A o O I~ M
After a batch is created,
1280764612715 Sodal Service Jonesk 04/01/2013 ass Validation 05/01/2013 o5 /31/201 $100.00 3 0
Prov'derone CheCkS the 1280764613200 Sodal Service | CurtiiC 04/01/2013 ubmitted for Claims Loading 5/01/2013 J05/15/2014 $150.00 4 4
batch to ensure the b|"|ng 1280764613335 [ Sexial Service | CurtilC p3/28/2013 ubemitted for Claims Loading  [§04/01/2013 J04/15/2014 $300.00 R 2
- - 1280764613235 S Service | CurtidC 03/15/2013 ubmitted for Claims Loading 04/01/2013 J04/30/20194 $215.00 2 2
data is valid.
| 1280764614895 Sodal Ser JonesK 102/15/2013 ailed Validation 03/01/2013 J03/30/201% $105.00 3 4
1280764614895 Sodial Service C 02/15/2013 ubmitted for Claims Loading 03/01/2013 J03/15/2019 $285.00 2 2
1280764614895 Sodal Service | CurtiiC 02/01/2013 ubenitted for Claims Loading 03/01/2013 J03/15/2019 $100.00 3 13
Viewing Page 1 Next
L Batch Number| Status
4. Pass Validation means the all Ay AW
the template have valid 4
. . 1IE0764612715 Pass Validation L
information and the batch can
be submitted 1280764613200 | Bsubmitted for Clairms Loading

1280764613335 Submitted for Claims Loading

5. Failed Validation means one of
1280764613335 Submitted for Claims Loading

more items within the batch is
not valid and the batch can not 1280764514835 I Failed Validation & 5

be submitted 6 Click on I

12B0764614595 Suberitted for Clairms Loading

1ZR0764614595 Subeitted for Claims Loading

6. To view why a batch failed
validation, click on the batch
number
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Revalidate Batch Provnderf:}

7. The View Template List from
Batch appears

8. Click on status

9. Template Validation Errors
appears

10. View Error Description say-
ing that the service code is
invalid or empty

11. Click on Close

70

7 View Template List from Batch

Close | Revalidate
Social Service View Templates List from Batch

Filter By : And |

Template Name Status Claim Type
AY AV

_ ’ I-Invalid - N Social Service
e

Status
ﬁ b

& Click on —»{ 1-1nvalid

9 Template Validation Errors
[@ s e e -

i
=1 —
[ Template Validation Errors: -

I

Template Name:
Client 1D:
|

|| Error Description: 1 Service Code is Invalid/Empty

+ /

rrror Description:

The Service Code is Invalid/Empty

17 Click on
\ ;

ﬂ Page ID: digTempiateVakdaborEsmor (Ciams)
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o

Revalidate Batch Provider@ne

12. The View Template List from
Batch appears

13. Click on template name

14. The Saved Template appears

12 View Template List from Batch

Close \ Rev alidate
Social Service View Templates List from Batch

Filter By : And
Template Name Status
AY A

Claim Type
AY

’ I-Invalid Social Service
S— L

73 Click on

14 Saved Template

Welcome You have logged in with EXT 1 z
Provider Social Services Profile. 5
Path: Provider Portal/ Social Service Claim Template List

~Select— vl

| Close | save Template Raset | =

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

Basic Claim Information
Provider Billing | Subscricer | Claim | Service
PROVIDER INFORMATION Submitter ID:

BILLING PROVIDER

SUBSCRIBER/CLIENT INFORMATION

SUBSCRIBER/CLIENT
+ ciient o: (N

Billing Instructions

CLAIM INFORMATION
CLAIM INFORMATION
 Authonzation Number: (NN
BASIC LINE INFORMATION
BASIC SERVICE LINE ITEMS W
mm  dd cyy LLL g Yy
* Service Date From: | * Service Date To: [
* Service Code [ Modifiers: 1: [ 3: 4 * Units:
Add Service Une Item || Update Service Line Item |
Previously Entered Line tem Information
Click a Line No. below to view/update that Line tem Information, Total Charges Submitting: $75.00
Use  Service Dates R Madf wns =
Mo From To 1 2 3 .
1 0501/2013 05/01/2013 10 Oeleta

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

15. To correct the problem

a. Click on Line Number

b. Basic Line Information
populates

c. Enter missing data/correct
error

d. Click on Update Service
Line Item

15b

15¢ Enter =|sAs20

late

Saved Tem

provideryo_ZRINAH

Welcome You have logged in with EXT

» . . ¥ -Select—
Provider Social Services Profile.

Links:

Path: Provider Portal/ 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

Billing Instructions

Submitter ID:

BILLING PROVIDER
* Provider ID:

SUBSCRIBER/CLIENT INFORMATION
SUBSCRIBER/CLIENT

+ ciient o: [

CLAIM INFORMATION
CLAIM INFORMATION
* Authorization Number:

BASIC LINE INFORMATION
BASIC SERVICE LINE ITEMS

mm dd ccyy
* Service Date From: | 05| 01 |2013

* Service Code:

m dd ccyy
* Service Date To: I 05 I 01 |2013
“units: [ 10

Modifiers: 1: | 2| 3| 4 |

Add Service Line Item ’ Update Service Line Item |

Previously Entered Line Item Information

Click a Line No. below to view/update that Line tem Infarmation,
Line Service Dates Madifiers
Mo == ® Service Code J N

Total Charges Submitting: §75.00

05/01/2013 10 Daleta

15a Click on —ﬂ 05/01/2013

15d Click on 4

Update Service Line Item

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

late

16. Corrected service line

Saved Tem

Save Template

appears

Welcome

17. Click on Save Template

You have logged in with EXT
Provider Social Services Profile.

Path: Provider Portal/ Social Service Claim Template List

17 Click on

Links: Rl v

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

Basic Claim Information
Provider Billing | Subscriber | Claim | Service

20 Click on

18. Pop-up appears PROVIDER INFORMATION
* Template Name: _
. BILLING PROVIPER
19. CIle on OK * Provider ID: _

SUBSCRIBER/CLIENT INFORMATION
SUBSCRIBER/CLIENT

+ ciient o: [

CLAIM INFORMATION
CLAIM INFORMATION

* Authorization Number: _

BASIC LINE INFORMATION
BASIC SERVICE LINE ITEMS

mm dd ccyy
* Service Date From: I I |
l—

20. Click on Close

/(-3

Message from webpage &

‘0) Do you want to save the Template? * Service Code:

Billing Instructions

Submitter ID:

m dd ccyy
* Service Date To: I I I

Modifiers: 1: | 2|

3|

4 | * Units: I

on

Add Service Line Item

Update Service Line Item |

revious niere ne tem ormation

19 Click
[—o‘sﬁ] Cancel

Line Service Dates
Mo From To

1 05/01/2013 05/01/2013

Service Code
SA 420

16 —

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

Madif iers
1 2

Total Charges Submitting: §75.00
Units

10 Caketa
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Revalidate Batch

21. The View Template List from

22.

23.

24,

25.

Batch appears

Click on Revalidate

The Batch Claim Submission
Status List appears

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

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

21 View Template List from Batch

Close Rev alidate

Template Name Status Claim Type
AY AV AY
_ I-Invalid Social Service
Viewing Page 1 . : | E
23 Batch Claim Submission Status List
Close || View Cams Revaidate || Delete
Social Service Batch Claim Submission Status List
Filter By : - And - Go
BatchNumber|  Type |Createamy ~SchCreation status From DOS | To DOS Total Bited L Submitted Claim
avY av av - Ay Ay av Amount ount Count
Ay AV AV AV
1280764612715 Sodal Service § JonesK 04/01/2013 Pass Validation 05/01/2013 05 /31/201] $100.00 3
1280764613200 Sodial Service § CurtidC 04/01/2013 Submitted for Claims Loading  P5/01/2013 05/15/2013 $150.00 4
1280764613335 | Social Service | Curtilc 3/28/ 2013 Submitted for Claims loading  |04/01/2013  J04/15/2014 $300.00 2
1280764613335 | Social Service | Curtilc 03/15/2013 Submitted for Claims loading  |04/01/2013  Jo4/30/2014 $215.00 2
1280764614895 Social Service § JonesK 02/15/2013 [Waiting P3/01/2013 3/30/20135105.00 3
1280764614895 | Sodal Service | curtiic 02/15/2013 Submitted ims loading  |03/01/2013 §03/15/2019 $285.00 2
1280764614895 | Sodal Service | curtiic 02/01/2013 Submitted for Claims Loa 03/01/2013 03/15/2014 $100.00 3

Go| PageCount | SaveTodS |

Viewing Page 1 Next >> |2

—

24 JI\A'ni'.ing
25 7

Pass Validation
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