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Step One

• Log in to ProviderOne

• Go to Provider Portal 

• Select Manage Provider 

Information

TIP: You must be in the EXT Provider 

Social Services profile to view this 

information



Step Two

• Click the blue hyperlink (NOT the 

checkbox) for Step 14: Servicing 

Provider Information

TIP: If you get an error saying this step is not 

available, contact ProviderOne to complete prior 

steps. Reach out to the EVV Program Manager if 

you need a report while your agency updates 

needed domain information.



Step Three

• Scroll down to the Social Service Servicing Only Provider table (2nd table on this 

page)

• Click the Filter By: dropdown arrow and select SSN. Add % (percent sign) to the 

search criteria box

o This adds the last four digits of the employee's SSN to the layout

• In the next Filter select Date of Birth and then add the date 01/01/1900 to the 

first box and 12/31/2999 to the second box

o This adds the employee's Date of Birth to the layout 

• Click Go to add these data elements to this list of rostered caregiver employees

TIP: Save this search 
combination as a Filter 
for future use

Scroll to bottom of page and click the Save to XLS  button. Follow onscreen steps to save this Excel file. 



Step Four
❖ TIP: Here’s how to get the 9-Digit SSSOP ID for your caregiver employees 

✓ Open the Excel file downloaded to your computer.

✓ Highlight table contents (put cursor in cell A1 and press Ctrl-A). Select Format as Table from 

menu ribbon and follow onscreen prompts.

✓ Hide columns C and H

✓ Delete column O (row numbers not needed)

✓ Add a new column, title it “9-digit SSSOP ID”. In the second row of the column (O2), enter the 

concatenation formula below and press Enter to populate all rows in your table. 

✓  =concat(A2,K2) 

✓ This will concatenate the 7-digit ID found in column A with the 2-digit Location ID found in 

column K

✓ Transfer the resulting 9-digit number in this column to your agency’s EVV system to populate the 

SSSOP ID number in DAT reports.



Questions?

Contact the DSHS Electronic Visit 

Verification Program Manager directly or 

email EVVQuestions@dshs.wa.gov

mailto:EVVQuestions@dshs.wa.gov
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