
Central Contracts & Legal Services



• Best Practices
• Using the Provider/Contractor Legal Name
• Search for Provider/Contractors by the Tax ID
• Owner Records with Dates of Birth and SSN
• Editing Addresses 

• IP Contracting Process
• Create New Contractor
• Safety & Orientation Check
• Start New IP Contract
• Contract Details – End Dates
• Review Taxonomies
• Select Dba Name
• Approve & Sign 
• System Assigns IPOne ID

Topics in this presentation are:



• 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.



• 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.



• 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.
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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.
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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.
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Click Yes to import that contractor into the ACD.

IMPORTANT NOTE:  If the Import fails, either because the 
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).
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