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|P Contracting Process
Changes & Best Practices



Changes to Process Topics in this presentation are:
& Best Practices

This PowerPoint presentation
will describe and detail changes
to the Individual Provider
contracting process, with the
release of the Individual

e Best Practices

* Using the Provider/Contractor Legal Name

e Search for Provider/Contractors by the Tax ID
e Owner Records with Dates of Birth and SSN

e Editing Addresses

ProviderOne (IPOne) system on * [P Contracting Process
January 1, 2016. e Create New Contractor
Changes in the ACD will be made * Safety & Orientation Check
at the same time, to support the e Start New IP Contract

new interface between the ACD e Contract Details — End Dates
and IPOne. * Review Taxonomies

e Select Dba Name
* Approve & Sign
* System Assigns IPOne ID



Best Practice
 Using the Provider/Contractor Legal Name:

It is imperative that we use the legal name the provider has
established with the IRS, for reporting and paying taxes. And it's
especially important that if the provider is a sole proprietor,
they’re using their First, Middle and Last names. Many providers
get confused about business types, and will try to insist that we
use a "Doing Business As” (Dba) name, like John's Residential
Services. But they may have never actually formed a business,
other than their sole proprietorship. And IPs are always doing
business as themselves, under their own legal name.



Best Practice
e Search for Provider/Contractors by the Tax ID:

With so many contractors now in the ACD (well over 175,000), it is common to
find people with the similar or even identical names. Please always search
using the SSN or EIN. Even though SSNs are masked in the ACD to show the
last 4 digits only, the whole SSN is in the ACD and can be searched. Using that
9-digit number for an exact match (without any “dashes”) is the best way to
find someone in the ACD. We have many times recently had to fix contracts for
people who have written them for the wrong “John Doe” or *“Mary Smith.”

Presumably when a contractor comes into an office to renew their contract,
they have their SSN card with them, and the entire number can be used to
search, preventing these kinds of mistakes.



Best Practice
e Owner Records for Dates of Birth and SSN:

Many people have been putting in extra owner records for sole proprietors,
even though the sole proprietor has an automatic Owner/Staff record setup by
the ACD. This doesn’t solve the issue of having to input Date of Birth and Tax
ID for each owner, since the original Owner record is still there and will require
the DOB and SSN also. Please just edit the sole proprietor’s Owner/Staff
record, along with any other additional owners, to put in the DOB and SSN.

Also, for sole proprietors where there is a name change, please do not add
another staff record with the new name.

Email the ACD Help Desk (eacdhelp@dshs.wa.gov) and we'll update the name
for you right away.



mailto:eacdhelp@dshs.wa.gov

Best Practice

If your IP has an address change, DO NOT
EDIT OVER THE EXISTING ADDRESS in
the ACD. The IP needs to contact
Individual ProviderOne themselves to
update his or her address. That is critical,
as all the IPs demographic records, union
info and payments will flow through that
system, after the initial contract is done.

After the IP gets their address updated in
IPOne, ACD Contract Staff can also
update the address in the ACD, but it will
be done automatically through the
Interface the day after IPOne is updated.
But, to update the address in the ACD,
follow these steps (DO NOT EDIT OVER
THE EXISTING ADDRESS):

Address Updates

 Go to the Contractor Address screen
e Click "New"” to add a new address

* Type in the new one, choosing
"Default” as the address type

e Save the new address — The ACD will
then ask you if you want to use the new
address as the new Default, and set the
old address to Historic

e ClickYes

That's it. Then you've got the new
Default address set, and the old address
is still there as Historic.



Start by Searching on ACD Contractor Search

t, ACD: Contractor

* The preferred (e
method is to use —
the Tax ID/SSN.

* Searching by name
can be done as ; v
well, but using SSN —
ensures finding the
correct provider.

DSHS Index |:| Tax ID Number S5M EIN | | 123456739
Provider One Id [ | Search Mame [ ]| Begin



Search Results

If the contractor is DSHS Agency Contract Database
not found, the ACD
Wl” te” YOU that: Mo results where found for this query

Click OK




"ty ACD:-Eontractor——__

Create New Contractor

After clicking OK on the
Search Results notice, click =

the New Contractor drop- o] w1 1] —
d OW nl a n d C h O O S e S O | e Provider One Id [_| ’— Search Mame Beain Jones, Jasper

Proprietor:

.-.":;q_l—lh'al: tor Search

| [] Indude Inactive Records Total Records (Max: 3500)

FIE:_]E Source oS e
Status E:‘-’:tr'; Iilr;-:II_I{ II:En"‘lfll:-lr Search Name |dentfication Business Type UB| Mumber
D C AT Jysle de One ID

Current Database: ACD Production
]



Save Edit Cancel

Complete all fields:

Type in name, SSN, and
address, and make sure to .
select the Preferred
Primary Language field just
under the First Name field:

Sub-Information Summary

Display All Sub-Screen:

Current Database: ACD Production




Fill-in Date of Birth

Go to the Staff sub-
screen/Tab, and fill in the
Date of Birth.

To do this, Click Edit, then
click into the field, and use
the arrow keys to navigate
between the Month, Day
and Year:

Then click Save.

“t, ACD: Contractor

Mew Contractor Save Edit  Cancel Delete Reports

Staff Authority Information

_— 3me ONE
5 | Wﬂm_ Signatory Person? Contact Person?
vate offfirth 1;"31 Ei; |:| Enaging ) |No |:| . e
I- — : — @ Yes @ Yes
o
—_— Mo Mo
cancel | (350 555 1212 -— Urknown Unkiown
e __—
jasper@someemail.com
Cell Phone

Staff Title First Name Last Nam DOB Tax Id wrership Percent 5G Phone B¢ Pager

Phane
m--m--—--—

Current Database: ACD Production



E:n ACD: Contractor

Safety & Orientation
Training Exemption

For new IPs only, if the IP is exempt
from Safety & Orientation Training,

add a Check screen entry to that swe Staff Person |Mark Tyler
effect —as shown in this screen shot. Contract Numbe Date Completed Total Tme

Cancel

Remember these conditions:

* Add this check ONLY for New
Providers when exempt

Cortract Mo Check Type Check Purpose Date ime: Sta Admin Division Comments
* Do not add the check for a
renewal
* Do not add the check when NOT
exempt

Current Database: ACD Training




“t, ACD: Contractor

MNew Contractor Save  Edit ancel  Delete Reports Export Data

Start New IP Contract s feweea Yo

Close the Staff screen and B —
go to the Contract Sub-
screen/Tab to start the new
|IP contract.

Click New on that screen:

Contract # Amend #  Search Name Amount Total Amend Current Max Start Date Current End

Current Databaze: ACD Production
T




“t, ACD: Contractor

Complete Contract
Details

Complete all the yellow
required fields.

NEW DETAIL: For Renewal
contracts, please make
sure the Start Date is the
First day of the month; For
all contracts, please make
sure the End Date is the
Last day of the month four
years later:

Contract # Amend #  Search Name Amournt Total Amend Curmrent Max Start Date Current End

Current Database: ACD Production
i ]




Save & GoTo
Contracts Module

Click Save to save the
contract, and then click
View Contract Detail to
switch to the Contracts
Module:

(Click Yes on the prompt that asks if
you really want to leave the
Contractor module.)

“t, ACD: Contractor

Mew Contractor ~ 5Save  Edit  Cancel  Delete Reports Export Data Exit

2ones, Jasper Jenkns | Sol Poprietor e

Contractor Detail

1059XP-12

Individual Provider Services

i3] io
Sttt [s/1/2015
e —

Contact Mame |Jasper Jones

Contract Address | 1234 12th Ave NW Apt. 101, Kalama, WA, 98222-2222

Status Contract # Amend #  Search Name Amount Total Amend Curment Max Start Date Current End

Wireris 5122208 | lereleperdrirs MO0 s000 s ooz (wavans

Current Databaze: ACD Production
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t, ACD: Contract

Review Details; Check A A S —
Ta xonom |es : Contractsear T
On Contract Detail Page 1, review all A —

of the data to make sure it’s all
correct, including the Start and End
Dates, and the spelling of the name.
Edit the dates if need be, and/or
email the ACD Help Desk
(eacdhelp@dshs.wa.gov), if the
name needs to be corrected.

NEW PROCESS: Double-check the
auto-selection of the “Taxonomies”
by clicking Edit, then Select
Taxonomy (ALL taxonomy
lines/check boxes should be selected):

Show All Tabs Alternate Address

Current Database: ACD Production
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t, ACD: Contract

Edit  Cancel Rep t Data Admin To

Select Dba Name

NEW PROCESS: Make sure to

select the provider’s name in the

Dba Name field: | |

3747P1801X : Pers Care Individual Provider : ALTSA : 106455 - Respite Care
3747P1B01X : Pers Care Individual Provider : DDA : 106455 - Respite Care
3747R0000L : Respite Individual Provider : ALTSA : 106755 - Personal Care
3747R0O000L : Respite Individual Provider : DDA : 106755 - Personal Care

Audit

Phone Number (360) 555-1212 ]
ower e | |

.-'-\Iternate Addr

Current Datab W_D Production




Approve & Sign
Contract

Approve the contract like normal -1
recommend using Quick Approve so
that the Approval and Open
Document process is combined into
one easy step. The Quick Approve
button is on Contract Detail Page 1,
in the upper left.

Once the contract is Approved,
printed and signed by the IP, and
DSHS or the AAA representative,
then it must be put into Signed
status in the ACD. The Signature
button on Contract Detail Page 2 is
used for those actions.

Contractor Search

Quick Approve
Open Docurment
Regenerate

Refresh Contract

Reset ko Pending

Signatures

Other Actions -« L

Contract]




ProviderOne ID

Assignment

When the DSHS Signature is added and
Saved in the ACD, the contract is put into
Signed status, and the provider and
contract are sent over to ProviderOne. A
ProviderOne ID is assigned, a W2
Location is created, and that information
is returned to the ACD.

Once that is done, the ProviderOne ID
and W2 Location number can be seen in
the dba Name field on Contract Detail
Page 1.

Click Refresh Contract, and the screen is
refreshed to include the update just
received from ProviderOne.

TIP: If the Dba Name is long, the ProviderOne ID may not be fully
visible in the field. The user can click into that field, and use the
keyboard arrows, or the End Key, to move the cursor in that field all
the way to the right. Then the whole P1 ID and Location will be
displayed, as shown in this screen shot.

fo, ACD: Contract

Quick Approve

Open Document

Payment System (0)

Account Fund {0}

PB Factors (5)

Contractor Detail

[ show All Tabs

Current Database: ACD Production

3747P1801X : Pers Care Individual Provider : ALTSA : 106455 - Respite Care
3747P1801X : Pers Care Individual Provider : DDA : 106455 - Respite Care
3747RO000L : Respite Individual Provider : ALTSA : 106755 - Personal Care
3747R0000L : Respite Individual Provider : DDA : 106755 - Personal Care




* Once the contract is in Signed Status,

e 1+ _Vert! | and the ProviderOne ID is assigned,
That's It —You're Done! the process is complete.

* Please email the ACD Help Desk at:

eacdhelp@dshs.wa.gov if any error
messages are received.

Additional possible scenario: The next series of
screens show how to Import a provider from
ProviderOne if there is no Contractor record yet

in the ACD, but the provider does exist in
ProviderOne.


mailto:eacdhelp@dshs.wa.gov

“r, ACD: Contractor —

| m po rt P rOVi d e r fro m New Contractor - Save  Edit Cancel Delete Reports Expart Data Exit
—_—m

ProviderOne —

If your new contractor is found in

DSHS Index [ Tax ID Number [ || ssm | EIN LUBI Number [ |

ProviderOne, he or she can be ey E— ey | S ey

imported into the ACD. The

sea I’Ch bE|OW |S |OO k|ng fOI’ m| [] Incude Inactive Records Total Records (Max

someone named James Jones, e — : e

a nd Was done Wl th the Sea rCh Status 1,[ Index  One ID Search Name Idertification Business Type UEBI Mumber
parameter of “Jones, Jam” — > et T e s

there are no ACD Source System ji; e

records, but the provider does Provider

exist in ProviderOne. Note the
highlighted row — verify the last IIII...

fOUI’ d|g|t5 Ofthe SSN A INES, JAMES

Current Database: ACD Production




Import Process

NOTE: The second and third James
Jones are Active in ProviderOne, but

the first is not. The Inactive record [, Y Cickng on the record you have indicated that you would ke to

CANNOT be imported, and Provider If you are sure you want to do this click yes.

Enrollment will have to be contacted

to resolve the status issue in that

system.

If one of the records matches on the _ _ _

last four digits of the Tax ID, then the Click Yes to import that contractor into the ACD.

provider can be imported into the

ACD by double-clicking on that IMPORTANT NOTE: If the Import fails, either because the
record. A message box pops up: provider is Inactive in P1, or the provider is "Servicing Only”

proceed with creating a New Contractor record just as if no
search results were found (as shown on slides 3 thru 6 above).



. ACD: Contractor

Mew Contractor Save Edit Cancel Delete Reports Export Data

Contractor Detail

’ __
Import Cont'd T S —
The Contractor Detail screen will be = :
filled in with data imported from _
ProviderOne:

Double-check the address, phone
and email, and complete the Intake
Form Date.

Click Save to save the new
contractor record. Then proceed
with adding the staff DOB, creating,
editing, approving and signing the
contract as with the normal process.

Sub-Information Summary

Display All Sub-Screens

Current Database: ACD Production




", ACD: Contract

Renewals

New Contract + Save  Edit Cancel Delete Reports Export Data Admin Tools

To process contract renewals, the
process is much the same, but
starting with checking on the
Owner Staff record to make sure
the Date of Birth has been
entered.

The renewal contract can be
started from the Contracts Module
though, by starting with a search
on the old contract.

If the IP needs an address update,
DO NOT EDIT OVERTHE EXISTING
ADDRESS in the ACD. Go back to
Slide 6 to review the address
change process.

" Completed | 121260134 | Contract(@) | _102200-12 omes, Gront .

Contractor Search Caontract Search Contract Detail (page 1) Contract Detail (page 2)

[ ] D5HS Index Equals IV [] contractor Name Begin [
[rro n Mumbe; egi [] contract Mar Name| Begin [ ]
g - D dba MName En-:]lrl

[ ] Contract Reason EFJIH
tion| Begin |:| D Docul it Locati

[] contract Date Contract End Date == |V|

Contract Type Filter
ALL d

I:l Contracts Only I:l Amendments Only

| waiting for My Approval |

Total Records (Max: 1300)

Status Contract No Amend No  Contractor Name dba Name Crig Amount Amend Amourt  Total Amend Amo Cumrent Max Start Date

Wicess 201% | eeGenk | om  om  sw sw e

Current Database: ACD Training
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MNew DSHS contract

—

\gency S,
ontract Detail (page 1) Contract Detail (pag

Start New Contract

After finding the old contract _, _
that must be renewed, from the dl|
Contract Detail Page 1 screen,
click on the New Contract drop-
down, and then click on New
DSHS Contract:

Jones, Grant K.

e L B

Monitoring
ment {0)

PE Factors ntact Positio

Contractor Detail

Current Database: ACD Training




Contract Details

MNew Contract Save  Edit Cancel Delete Reports Export Data Admin Tools -
Select the Dba Name with the WaL -/ /| [ |
P rOV| d e rO n e I D S etl a n d S e | e Ct t h e Contractor Search Confract Search . Contract Detail (page 1) Contract Detail (page 2)
usual Contract Type 12, Contract Quick Approve

Code 1059XP-12, and set the Start Open Document

and End Dates (End of the month
after 4 years!).

Also make sure ALL the Taxonomy oratiacs | urrent Hasgman
boxes are checked. Then click Save. - cor ennoes | 7] Senvoe Resyipton

+| 374TPLBOLX : Pers Care Mdividual Provider : ALTSA : 106455 - §
I74TPLIB01Y : Pers Care idual Provider ; DDA ; 106455 - Re

After saving the new contract,
proceed with Approval and
Signatures, just like before. But
watch for any errors when setting
the DSHS Signature Date, and
contact the ACD Help Desk if one
oCcurs.
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