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14. You have successfully set up your Profile.  The last step is to activate the 
provider account in “My Profile”.   

• If you are the first person to request access to this provider id, you will be 
sent an email with an access code within 2-5 business days.  

 
 

 
 
Note: If you are not the first person to request access, your access will be 
pending until your system administrator approves your access.  If you do not 
receive access from your administrator within 2-5 business days, contact our 
electronic billing unit at:  EbuLni@Lni.wa.gov   
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4. You may be asked to choose a method for the Multi-Factor Authentication (MFA) 
when signing in.  Methods may include: 

• Google Authenticator App,  
• Email, or  
• Send a code to your phone using Standard Message System (SMS).  

 
 

5. Select My Tasks.  

 
 

6. Select Bill L&I. You are ready to submit a bill. See the next section for 
instructions to submit a Direct Entry bill.  
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4. Select Direct Entry from the:   
• Provider Express Billing menu, or  
• Left navigation menu 

 
 

5. Select your Submitting Provider from the list.    

 
Note: If you are a group practice, you will be presented with a list of rendering 
providers to select from.  
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6. Select the Rendering Provider name from the list. 

     
Note: This step is optional based on your access. If you are not presented with 
this screen, proceed to the next step. 

 
7. Enter the Worker’s ID number (L&I claim number) and the number of service 

(billing) lines, then select Continue.  

 
• If you entered an L&I claim number that is not on file, you are given two 

choices:  
‒ Use this Claim Number (directs you to the Health Insurance Claim 

Form), or 
‒ Enter different Claim Number (returns you to the previous 

screen).  
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Box or Service 
Line Detail 
Description 

Instructions: 

Service date formats. 

Last Date of 
Service 

If you have consecutive dates of service, enter last date of service using 
MMDDYY or MM/DD/YY date formats.  

Note: If the last date of service is the same as the first date of service, 
you can skip this field. It will auto-fill the “First Date of Service” when 
the bill is validated. 

Place of Service Enter 2-digit place of service code.   

Procedure Code Enter the procedure code (CPT/HCPCS/Local Code)  

Mod 1, 2, 3, or 4 If applicable, enter modifier.  

Diagnosis 
Pointer 

If you entered a diagnosis code(s) in box 21, enter a diagnosis point of 1, 
2, 3 or 4 relating the date of services and procedure performed to the 
appropriate diagnosis.  

Charges Enter your usual and customary fee for the procedure billed.  

Units Enter the total number of units, minutes or days.  

Rendering 
Provider 

Pre-filled with provider selected during Step 4.  

25 Prefilled with Federal Tax ID listed in our records for the billing provider. 

26 Enter your patient’s account number for your organization for tracking 
purposes.  

28 Auto-filled when bill is validated. 

31 Prefilled with the date bill was created. 

33 Prefilled with the current information listed in our records.  

 
Note: Entering information in the Bill Remarks field will stop your bill and require it 
to be manually reviewed by a bill payer. Only enter remarks when applicable. 
Improper use may cause delays in processing and payment of your bill(s).  
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Example - Health Insurance Claim Form:  
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9. Select one of the four options, after completing the ‘Health Insurance Claim 
Form:  

• Validate Data on Form – validates data to ensure all applicable fields are 
complete, or 

• Add Line Item – an additional line will be added, or 
• Clear Form – all data will be removed from the form, except the prefilled 

data, or 
• Cancel – Returns you to the Select Submitting Provider screen.  

 
 

You will receive a message when your bill has been validated, continue to the 
next step.  
 
Note: If “Validate Data on Form” is selected and the bill has missing or incorrect 
information, you will need to make corrections or add missing information. Select 
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“Validate Data on Form” again. You may need to repeat until you validate and 
verify all data is correct.  
For example:  

 
 

10. Once you validate your bill, you will receive a message that your bill has been 
validated.  

 
 

11. Print a copy of your bill prior to submitting so you have record of what you billed. 
(Right click on the form and select Print). This is important in case an audit takes 
place.   
 

12. Once you select Submit, no further changes can be made until your bill is paid or 
denied.  

For a list of cut off and payment dates, visit:  Payment Status 
 
 
 
 
 
 

https://lni.wa.gov/patient-care/billing-payments/payment-status
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13. You will return to the Select Submitting Provider screen once your bill has been 
submitted. This screen will note the bill was successfully submitted. 

 
 
Note: When billing for services, you are required to submit supporting 
documentation for all services. Fax chart notes, reports and documentation to: 
  

• L&I’s Workers’ Compensation claims - 360-902-4567, or 
• Crime Victims claims - 360-902-5333 

 
Make sure the patient’s claim number is noted on all reports and documentation 
to support your billing.  



https://app.leg.wa.gov/wac/default.aspx?cite=296-20-125
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2. From the Select a Submitter ID Number drop down box, select the provider 

group number you are submitting an adjustment for. 

 
 
Note: Depending on your access, you may or may not have multiple provider 
groups to choose from.  
 

3. Click Select. A list of Direct Entry bills that have been previously submitted will be 
displayed. Find the bill that you want to adjust.   

 
 

4. Select Adjust from the Adjust bill column on the same row as the Internal Control 
Number (ICN) on the bill you want to adjust. You can only adjust bills that we 
have already paid. You cannot adjust bills that are currently "in process" or in 
"pay or deny" status. 
 
You have 90 days from the payment date to adjust a bill per WAC 296-20-125 
(9).  

https://app.leg.wa.gov/wac/default.aspx?cite=296-20-125
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To ensure your request is processed correctly, please follow these guidelines: 
 

• Adjusting Online: Direct Entry bills are only available to adjust online 
within 90 days from the date submitted.   

• Adjusting by Paper: If your bill is no longer appearing in Direct Entry,  
you must submit a paper Provider's Request for Adjustment form within 90 
days of the payment. 

 
 

5. Make changes to your original bill. Only the following fields can be modified. You 
may also add additional lines.  

 
Important Note: You cannot change the claim number or rendering provider 
number with a Direct Entry adjustment. You must first Void the original bill. Once 
the original bill has been voided, submit a new Direct Entry bill with the correct 
claim number or rendering provider’s number.   

Box Number 
or Service 
Line Detail 

Instructions: 

17a If applicable, enter Referring Physicians Provider Number, or 

17b If applicable, enter Referring Physician NPI Number. 
21 If applicable, enter up to 4 diagnosis codes. 

23 If applicable, enter your Comagine Prior Authorization Number or 
the VOC Referral ID.  

26 Enter your patient’s account number for your organization for 
tracking purposes.  

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.lni.wa.gov%2Fforms-publications%2FF245-183-000.pdf&data=05%7C02%7CALDO235%40LNI.WA.GOV%7C5577d97fb8d7429b207d08deb1e66a59%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C639143800346490533%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=5Qcf1pWFkWIxs7KT07r6n3PffdlZwkuVM%2B9TDIxsVrw%3D&reserved=0
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Box Number 
or Service 
Line Detail 

Instructions: 

First Date of 
Service 

Enter the date the service was provided using MMDDYY or 
MM/DD/YY date formats. 

Last Date of 
Service 

If you have consecutive dates of service, enter last date of service 
using MMDDYY or MM/DD/YY date formats.  
Note: If the last date of service is the same as the first date of 
service, you can skip this field. It will auto-fill the “First Date of 
Service” when the bill is validated. 

Place of 
Service 

Enter 2-digit place of service code.  (See Appendix C of our Fee 
Schedules and Payment Policies (MARFS)). 

Procedure 
Code 

Enter the procedure code (CPT/HCPCS/Local Code).  

Mod 1, 2, 3, or 
4 

If applicable, enter modifier.  

Diagnosis 
Pointer 

If you entered a diagnosis code(s) in box 21, enter a diagnosis 
point of 1, 2, 3 or 4 relating the date of services and procedure 
performed to the appropriate diagnosis.  

Charges Enter your usual and customary fee for the procedure billed.  
Units Enter the total number of units, minutes or days.  

 
6. Select Validate Data on Form when you’re satisfied with your changes. If there 

are no errors, you will receive the message Bill data has been validated.  Please 
verify your data.  

 
 

https://www.lni.wa.gov/patient-care/billing-payments/fee-schedules-and-payment-policies/
https://www.lni.wa.gov/patient-care/billing-payments/fee-schedules-and-payment-policies/
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7. Select Adjust Bill – Once you click this button, no further changes can be made, 
or 
Select Edit Form – If you want to make additional changes.  

 
 
Note: When your adjustment has been submitted, you will be returned to the 
Select Submitting Provider Number screen. You will receive the message “The 
adjusted bill was successfully submitted”. 

 

 
 

8. To submit additional adjustments, repeat Steps 4 through 7. 
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Note: Depending on your access, you may or may not have multiple provider 
groups to choose from.  
 
A list of Direct Entry bills previously submitted will be displayed. Find the bill 
you want to void. Only bills with a paid or denied status can be voided.  
 

3. Select Void in the Void Bill column for the ICN number or bill you want to void.  
The original bill will be displayed. Confirm the selected bill should be voided.  

 
 

4. Select Void Bill – Once you select this button, it cannot be reversed.  
Note: Select Cancel to exit, if the ICN/bill selected is not the correct bill you 
want to void.  
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4. Enter your L&I provider account number (see bullets), then select Continue.  
• Individual Providers - who bill for themselves, enter your individual L&I 

account number (do not use your NPI), or  
•  Group practices - enter your L&I Group Payee Account number.  

 
Note: If you manage multiple group accounts, access for each group will  
need to be entered separately.  
 

5. Enter your business name on your L&I provider account, select Continue.  
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6. To complete the set up you will receive an email with an Activation code 
within 5 - 7 days from the date you requested access.  

 
 
Note: If you don’t see the activation email, check your junk or spam folders.  
 

7. Upon receipt of your activation code, you may sign in, complete the set up by 
entering the activation code provided. From the Provider Billing Task select 
Bill L&I. You now have access to that account. 
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6. As a System Administrator’s you may also set up a new user from your Profile 
screen. Select Set up another user.  

 

7. Enter their name, email and select their role (Administrator or PEB Billing 
Agent), then select Send request. 

  

Note: The person you enroll will receive an email from 
MySecureLni@Lni.wa.gov. They will need to click on the link to enable their 
access. 

 

mailto:MySecureLni@Lni.wa.gov




http://apps.leg.wa.gov/wac/default.aspx?cite=296-20-125
https://app.leg.wa.gov/wac/default.aspx?cite=296-20-125
https://www.lni.wa.gov/patient-care/billing-payments/fee-schedules-and-payment-policies/
http://www.lni.wa.gov/ElectronicBilling
https://www.lni.wa.gov/forms-publications/F245-432-000.pdf
http://www.lni.wa.gov/SelfInsuredBilling
mailto:ebuLni@Lni.wa.gov


Upon request, language support and formats for persons 
with disabilities are available. Call 1-800-547-8367. TDD 
users, call 711. L&I is an equal opportunity employer. PUBLICATION F245-437-000 [06-2026]
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	Creating your “My L&I” Account 
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	Get More Access
	Get More Access
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	3. New user’s select Sign Up.  
	3. New user’s select Sign Up.  
	3. New user’s select Sign Up.  
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	If you need help, contact our web customer support team:   
	• Call 360-902-5999 weekdays between 8 a.m.–5 p.m. (Pacific), or  
	• Call 360-902-5999 weekdays between 8 a.m.–5 p.m. (Pacific), or  
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	• Email them at:   
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	WebSupport@Lni.wa.gov



	 
	4. Complete the information below with “your” information.   
	4. Complete the information below with “your” information.   
	4. Complete the information below with “your” information.   
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	Note: Do not share your User Id and password with other users. You are responsible for your User ID and password and all access or actions submitted under your profile.   
	 
	5. Create a User ID and password.  
	5. Create a User ID and password.  
	5. Create a User ID and password.  
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	6. To create an account, initial and indicate you have read and accept the Access Agreement, then select Continue. 
	6. To create an account, initial and indicate you have read and accept the Access Agreement, then select Continue. 
	6. To create an account, initial and indicate you have read and accept the Access Agreement, then select Continue. 
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	7. Once you create your User ID, you will receive an email within 2-5 business days to activate your profile.   
	7. Once you create your User ID, you will receive an email within 2-5 business days to activate your profile.   
	7. Once you create your User ID, you will receive an email within 2-5 business days to activate your profile.   
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	Note: If you don’t see the activation email, see your junk or spam folders.  
	 
	8. Once you receive your activation email from “My L&I”, open the email, and click on the link below your User ID.  
	8. Once you receive your activation email from “My L&I”, open the email, and click on the link below your User ID.  
	8. Once you receive your activation email from “My L&I”, open the email, and click on the link below your User ID.  
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	9. Enter your User ID and Password. Select Log In to complete your access into Provider Express Billing (PEB).   
	9. Enter your User ID and Password. Select Log In to complete your access into Provider Express Billing (PEB).   
	9. Enter your User ID and Password. Select Log In to complete your access into Provider Express Billing (PEB).   
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	10. Select the Billing provider role, select Continue.  
	10. Select the Billing provider role, select Continue.  
	10. Select the Billing provider role, select Continue.  
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	11. Enter your L&I assigned Provider Number (ID). If you belong to a group, register using your L&I Group Payee Number. 
	11. Enter your L&I assigned Provider Number (ID). If you belong to a group, register using your L&I Group Payee Number. 
	11. Enter your L&I assigned Provider Number (ID). If you belong to a group, register using your L&I Group Payee Number. 
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	12. Select the level of access you are requesting (See below). If you are not the first user to request access, you will receive this pop-up.   
	12. Select the level of access you are requesting (See below). If you are not the first user to request access, you will receive this pop-up.   
	12. Select the level of access you are requesting (See below). If you are not the first user to request access, you will receive this pop-up.   

	• Administrator Role 
	• Administrator Role 


	When you request access or changes to your access, the Administrator(s) for your group are notified to respond to your request. 
	 Administrators are responsible for:  
	o Managing online access to secure data.  
	o Managing online access to secure data.  
	o Managing online access to secure data.  
	o Managing online access to secure data.  

	o Ensuring that only those authorized by your organization have access. 
	o Ensuring that only those authorized by your organization have access. 

	o Removing access in a timely manner when appropriate.  
	o Removing access in a timely manner when appropriate.  

	o There must always be at least one Administrator.    
	o There must always be at least one Administrator.    



	 or 
	• PEB Billing Agent Role 
	• PEB Billing Agent Role 
	• PEB Billing Agent Role 


	PEB Billing Agent allows you to submit bills and access your electronic remittance advice.  
	 
	Figure
	  
	13. To complete set up, select Go to my profile.  
	13. To complete set up, select Go to my profile.  
	13. To complete set up, select Go to my profile.  
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	14. You have successfully set up your Profile.  The last step is to activate the provider account in “My Profile”.   
	14. You have successfully set up your Profile.  The last step is to activate the provider account in “My Profile”.   
	14. You have successfully set up your Profile.  The last step is to activate the provider account in “My Profile”.   

	• If you are the first person to request access to this provider id, you will be sent an email with an access code within 2-5 business days.  
	• If you are the first person to request access to this provider id, you will be sent an email with an access code within 2-5 business days.  
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	Note: If you are not the first person to request access, your access will be pending until your system administrator approves your access.  If you do not receive access from your administrator within 2-5 business days, contact our electronic billing unit at:     
	EbuLni@Lni.wa.gov

	 
	  
	Signing into your Account 
	Once you have created your User ID and password, you are ready to sign in to “My L&I”.   
	SIGN IN TO YOUR ACCOUNT 
	 
	1. Log into L&I’s website at: .  
	1. Log into L&I’s website at: .  
	1. Log into L&I’s website at: .  
	www.Lni.wa.gov



	 
	2. Select My L&I: Sign In.  
	2. Select My L&I: Sign In.  
	2. Select My L&I: Sign In.  
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	3. Enter your User ID and Password, select Log in.  
	3. Enter your User ID and Password, select Log in.  
	3. Enter your User ID and Password, select Log in.  
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	4. You may be asked to choose a method for the Multi-Factor Authentication (MFA) when signing in.  Methods may include: 
	4. You may be asked to choose a method for the Multi-Factor Authentication (MFA) when signing in.  Methods may include: 
	4. You may be asked to choose a method for the Multi-Factor Authentication (MFA) when signing in.  Methods may include: 

	• Google Authenticator App,  
	• Google Authenticator App,  

	• Email, or  
	• Email, or  

	• Send a code to your phone using Standard Message System (SMS).  
	• Send a code to your phone using Standard Message System (SMS).  
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	5. Select My Tasks.  
	5. Select My Tasks.  
	5. Select My Tasks.  
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	6. Select Bill L&I. You are ready to submit a bill. See the next section for instructions to submit a Direct Entry bill.  
	6. Select Bill L&I. You are ready to submit a bill. See the next section for instructions to submit a Direct Entry bill.  
	6. Select Bill L&I. You are ready to submit a bill. See the next section for instructions to submit a Direct Entry bill.  
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	Submitting a Direct Entry Bill  
	Once you have signed into “My L&I”, select Bill L&I. You are now ready to submit a Direct Entry bill.   
	SUBMITTING A BILL 
	1. Sign into your account (See instruction for ).   
	1. Sign into your account (See instruction for ).   
	1. Sign into your account (See instruction for ).   
	Signing into your account



	 
	2. Select My tasks.  
	2. Select My tasks.  
	2. Select My tasks.  
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	3. Select Bill L&I. 
	3. Select Bill L&I. 
	3. Select Bill L&I. 
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	4. Select Direct Entry from the:   
	4. Select Direct Entry from the:   
	4. Select Direct Entry from the:   
	• Provider Express Billing menu, or  
	• Provider Express Billing menu, or  
	• Provider Express Billing menu, or  

	• Left navigation menu 
	• Left navigation menu 
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	5. Select your Submitting Provider from the list.    
	5. Select your Submitting Provider from the list.    
	5. Select your Submitting Provider from the list.    


	 
	Figure
	Note: If you are a group practice, you will be presented with a list of rendering providers to select from.  
	 
	 
	 
	 
	 
	 
	 
	 
	 
	6. Select the Rendering Provider name from the list. 
	6. Select the Rendering Provider name from the list. 
	6. Select the Rendering Provider name from the list. 


	     
	Figure

	Note: This step is optional based on your access. If you are not presented with this screen, proceed to the next step. 
	 
	7. Enter the Worker’s ID number (L&I claim number) and the number of service (billing) lines, then select Continue.  
	7. Enter the Worker’s ID number (L&I claim number) and the number of service (billing) lines, then select Continue.  
	7. Enter the Worker’s ID number (L&I claim number) and the number of service (billing) lines, then select Continue.  


	 
	Figure
	• If you entered an L&I claim number that is not on file, you are given two choices:  
	• If you entered an L&I claim number that is not on file, you are given two choices:  
	• If you entered an L&I claim number that is not on file, you are given two choices:  
	• If you entered an L&I claim number that is not on file, you are given two choices:  
	‒ Use this Claim Number (directs you to the Health Insurance Claim Form), or 
	‒ Use this Claim Number (directs you to the Health Insurance Claim Form), or 
	‒ Use this Claim Number (directs you to the Health Insurance Claim Form), or 

	‒ Enter different Claim Number (returns you to the previous screen).  
	‒ Enter different Claim Number (returns you to the previous screen).  

	• If you do not enter the number of service lines, it will default to 6 lines. You can enter up to 25 lines of service.   





	 
	Figure
	 
	8. Complete the ‘Health Insurance Claim Form’. If you do not need instructions to  
	8. Complete the ‘Health Insurance Claim Form’. If you do not need instructions to  
	8. Complete the ‘Health Insurance Claim Form’. If you do not need instructions to  


	complete the form, proceed to , page 15.  
	Step 9

	Instructions for completing the “Health Insurance Claim Form” 
	If the patients Claim ID entered is on file, some of these fields may or may not be prefilled.  
	Box Number 
	Box Number 
	Box Number 
	Box Number 

	Instructions: 
	Instructions: 


	1a 
	1a 
	1a 

	Enter the worker’s Social Security Number, if known.  
	Enter the worker’s Social Security Number, if known.  


	2 
	2 
	2 

	Enter the patient’s name in the last name, first name, middle initial format. 
	Enter the patient’s name in the last name, first name, middle initial format. 


	11 
	11 
	11 

	Insureds ID number (Patients L&I claim number) is prefilled.    
	Insureds ID number (Patients L&I claim number) is prefilled.    


	17a 
	17a 
	17a 

	If applicable, enter Referring Physicians Provider Number, OR 
	If applicable, enter Referring Physicians Provider Number, OR 


	17b 
	17b 
	17b 

	If applicable, enter Referring Physician NPI Number 
	If applicable, enter Referring Physician NPI Number 


	21 
	21 
	21 

	If applicable, enter up to 4 diagnosis codes 
	If applicable, enter up to 4 diagnosis codes 


	23 
	23 
	23 

	If applicable, enter your Comagine Prior Authorization Number or the VOC Referral ID.  
	If applicable, enter your Comagine Prior Authorization Number or the VOC Referral ID.  



	 
	See instructions below for completing this section of the Direct Entry bill:  
	 
	Figure
	Box or Service Line Detail Description 
	Box or Service Line Detail Description 
	Box or Service Line Detail Description 
	Box or Service Line Detail Description 

	Instructions: 
	Instructions: 


	First Date of Box or Service Box or Service Box or Service 
	First Date of Box or Service Box or Service Box or Service 
	First Date of Box or Service Box or Service Box or Service 

	Enter the date the service was provided using MMDDYY or MM/DD/YY Instructions: 
	Enter the date the service was provided using MMDDYY or MM/DD/YY Instructions: 


	Service 
	Service 
	Service 

	date formats. 
	date formats. 


	Last Date of Service 
	Last Date of Service 
	Last Date of Service 

	If you have consecutive dates of service, enter last date of service using MMDDYY or MM/DD/YY date formats.  
	If you have consecutive dates of service, enter last date of service using MMDDYY or MM/DD/YY date formats.  
	Note: If the last date of service is the same as the first date of service, you can skip this field. It will auto-fill the “First Date of Service” when the bill is validated. 


	Place of Service 
	Place of Service 
	Place of Service 

	Enter 2-digit place of service code.   
	Enter 2-digit place of service code.   


	Procedure Code 
	Procedure Code 
	Procedure Code 

	Enter the procedure code (CPT/HCPCS/Local Code)  
	Enter the procedure code (CPT/HCPCS/Local Code)  


	Mod 1, 2, 3, or 4 
	Mod 1, 2, 3, or 4 
	Mod 1, 2, 3, or 4 

	If applicable, enter modifier.  
	If applicable, enter modifier.  


	Diagnosis Pointer 
	Diagnosis Pointer 
	Diagnosis Pointer 

	If you entered a diagnosis code(s) in box 21, enter a diagnosis point of 1, 2, 3 or 4 relating the date of services and procedure performed to the appropriate diagnosis.  
	If you entered a diagnosis code(s) in box 21, enter a diagnosis point of 1, 2, 3 or 4 relating the date of services and procedure performed to the appropriate diagnosis.  


	Charges 
	Charges 
	Charges 

	Enter your usual and customary fee for the procedure billed.  
	Enter your usual and customary fee for the procedure billed.  


	Units 
	Units 
	Units 

	Enter the total number of units, minutes or days.  
	Enter the total number of units, minutes or days.  


	Rendering Provider 
	Rendering Provider 
	Rendering Provider 

	Pre-filled with provider selected during Step 4.  
	Pre-filled with provider selected during Step 4.  


	25 
	25 
	25 

	Prefilled with Federal Tax ID listed in our records for the billing provider. 
	Prefilled with Federal Tax ID listed in our records for the billing provider. 


	26 
	26 
	26 

	Enter your patient’s account number for your organization for tracking purposes.  
	Enter your patient’s account number for your organization for tracking purposes.  


	28 
	28 
	28 

	Auto-filled when bill is validated. 
	Auto-filled when bill is validated. 


	31 
	31 
	31 

	Prefilled with the date bill was created. 
	Prefilled with the date bill was created. 


	33 
	33 
	33 

	Prefilled with the current information listed in our records.  
	Prefilled with the current information listed in our records.  



	 
	Note: Entering information in the Bill Remarks field will stop your bill and require it to be manually reviewed by a bill payer. Only enter remarks when applicable. Improper use may cause delays in processing and payment of your bill(s).  
	  
	Example - Health Insurance Claim Form:  
	 
	Figure
	  
	 
	 
	 
	 
	  
	9. Select one of the four options, after completing the ‘Health Insurance Claim Form:  
	9. Select one of the four options, after completing the ‘Health Insurance Claim Form:  
	9. Select one of the four options, after completing the ‘Health Insurance Claim Form:  
	• Validate Data on Form – validates data to ensure all applicable fields are complete, or 
	• Validate Data on Form – validates data to ensure all applicable fields are complete, or 
	• Validate Data on Form – validates data to ensure all applicable fields are complete, or 

	• Add Line Item – an additional line will be added, or 
	• Add Line Item – an additional line will be added, or 

	• Clear Form – all data will be removed from the form, except the prefilled data, or 
	• Clear Form – all data will be removed from the form, except the prefilled data, or 

	• Cancel – Returns you to the Select Submitting Provider screen.  
	• Cancel – Returns you to the Select Submitting Provider screen.  





	 
	Figure
	 
	You will receive a message when your bill has been validated, continue to the next step.  
	 
	Note: If “Validate Data on Form” is selected and the bill has missing or incorrect information, you will need to make corrections or add missing information. Select “Validate Data on Form” again. You may need to repeat until you validate and verify all data is correct.  
	For example:  
	 
	Figure
	 
	10. Once you validate your bill, you will receive a message that your bill has been validated.  
	10. Once you validate your bill, you will receive a message that your bill has been validated.  
	10. Once you validate your bill, you will receive a message that your bill has been validated.  


	 
	Figure
	 
	11. Print a copy of your bill prior to submitting so you have record of what you billed. (Right click on the form and select Print). This is important in case an audit takes place.   
	11. Print a copy of your bill prior to submitting so you have record of what you billed. (Right click on the form and select Print). This is important in case an audit takes place.   
	11. Print a copy of your bill prior to submitting so you have record of what you billed. (Right click on the form and select Print). This is important in case an audit takes place.   


	 
	12. Once you select Submit, no further changes can be made until your bill is paid or denied.  
	12. Once you select Submit, no further changes can be made until your bill is paid or denied.  
	12. Once you select Submit, no further changes can be made until your bill is paid or denied.  


	For a list of cut off and payment dates, visit:   
	Payment Status

	 
	 
	 
	 
	 
	 
	13. You will return to the Select Submitting Provider screen once your bill has been submitted. This screen will note the bill was successfully submitted. 
	13. You will return to the Select Submitting Provider screen once your bill has been submitted. This screen will note the bill was successfully submitted. 
	13. You will return to the Select Submitting Provider screen once your bill has been submitted. This screen will note the bill was successfully submitted. 


	 
	Figure
	 
	Note: When billing for services, you are required to submit supporting documentation for all services. Fax chart notes, reports and documentation to: 
	  
	• L&I’s Workers’ Compensation claims - 360-902-4567, or 
	• L&I’s Workers’ Compensation claims - 360-902-4567, or 
	• L&I’s Workers’ Compensation claims - 360-902-4567, or 
	• L&I’s Workers’ Compensation claims - 360-902-4567, or 

	• Crime Victims claims - 360-902-5333 
	• Crime Victims claims - 360-902-5333 



	 
	Make sure the patient’s claim number is noted on all reports and documentation to support your billing.  
	Adjusting a Direct Entry Bill  
	Once you have submitted a Direct Entry bill and it has been finalized (paid/denied), you can then Adjust a Direct Entry bill.   Direct Entry bills in pay/deny/in process status cannot be adjusted.  
	Bill Status includes:  
	Finalized Status 
	Finalized Status 
	Finalized Status 
	Finalized Status 


	PAID 
	PAID 
	PAID 

	The bill was adjudicated and payment has been issued.  
	The bill was adjudicated and payment has been issued.  


	DENIED 
	DENIED 
	DENIED 

	The bill was denied and the EOB’s with the denial reasons are on your remittance advice.  
	The bill was denied and the EOB’s with the denial reasons are on your remittance advice.  


	Bills pending with the following status cannot be adjusted until finalized.  
	Bills pending with the following status cannot be adjusted until finalized.  
	Bills pending with the following status cannot be adjusted until finalized.  


	DENY 
	DENY 
	DENY 

	The bill is set to deny. No reason for denial is available until cutoff and EOB codes have been issued.  
	The bill is set to deny. No reason for denial is available until cutoff and EOB codes have been issued.  


	PAY 
	PAY 
	PAY 

	The bill was adjudicated and set to pay upon cutoff.  
	The bill was adjudicated and set to pay upon cutoff.  


	IN PROCESS 
	IN PROCESS 
	IN PROCESS 

	The bill was received and is awaiting adjudication. 
	The bill was received and is awaiting adjudication. 



	 
	Note: You can only adjust a paid or partially paid bill.  If the entire bill denied, review your Remittance Advice from L&I to determine the reason for denial.  Resubmit a new Direct Entry bill with your changes if indicated.   
	 
	Per  - Any inquiries regarding adjustment of charges must be received in the required format within ninety days from the date of payment to be considered.  
	WAC 296-20-125

	ADJUSTING A DIRECT ENTRY BILL 
	1. Select Adjust Direct Entry Bills, either from the:  
	1. Select Adjust Direct Entry Bills, either from the:  
	1. Select Adjust Direct Entry Bills, either from the:  
	• Provider Express Billing menu, or  
	• Provider Express Billing menu, or  
	• Provider Express Billing menu, or  

	• Left navigation menu 
	• Left navigation menu 





	 
	Figure
	 
	2. From the Select a Submitter ID Number drop down box, select the provider group number you are submitting an adjustment for. 
	2. From the Select a Submitter ID Number drop down box, select the provider group number you are submitting an adjustment for. 
	2. From the Select a Submitter ID Number drop down box, select the provider group number you are submitting an adjustment for. 


	 
	Figure
	 
	Note: Depending on your access, you may or may not have multiple provider groups to choose from.  
	 
	3. Click Select. A list of Direct Entry bills that have been previously submitted will be displayed. Find the bill that you want to adjust.   
	3. Click Select. A list of Direct Entry bills that have been previously submitted will be displayed. Find the bill that you want to adjust.   
	3. Click Select. A list of Direct Entry bills that have been previously submitted will be displayed. Find the bill that you want to adjust.   


	 
	Figure
	 
	4. Select Adjust from the Adjust bill column on the same row as the Internal Control Number (ICN) on the bill you want to adjust. You can only adjust bills that we have already paid. You cannot adjust bills that are currently "in process" or in "pay or deny" status. 
	4. Select Adjust from the Adjust bill column on the same row as the Internal Control Number (ICN) on the bill you want to adjust. You can only adjust bills that we have already paid. You cannot adjust bills that are currently "in process" or in "pay or deny" status. 
	4. Select Adjust from the Adjust bill column on the same row as the Internal Control Number (ICN) on the bill you want to adjust. You can only adjust bills that we have already paid. You cannot adjust bills that are currently "in process" or in "pay or deny" status. 


	 
	You have 90 days from the payment date to adjust a bill per  (9).  
	WAC 296-20-125

	 
	To ensure your request is processed correctly, please follow these guidelines: 
	 
	• Adjusting Online: Direct Entry bills are only available to adjust online within 90 days from the date submitted.   
	• Adjusting Online: Direct Entry bills are only available to adjust online within 90 days from the date submitted.   
	• Adjusting Online: Direct Entry bills are only available to adjust online within 90 days from the date submitted.   

	• Adjusting by Paper: If your bill is no longer appearing in Direct Entry,  you must submit a paper  form within 90 days of the payment. 
	• Adjusting by Paper: If your bill is no longer appearing in Direct Entry,  you must submit a paper  form within 90 days of the payment. 
	Provider's Request for Adjustment



	 
	Figure
	 
	5. Make changes to your original bill. Only the following fields can be modified. You may also add additional lines.  
	5. Make changes to your original bill. Only the following fields can be modified. You may also add additional lines.  
	5. Make changes to your original bill. Only the following fields can be modified. You may also add additional lines.  


	 
	Important Note: You cannot change the claim number or rendering provider number with a Direct Entry adjustment. You must first Void the original bill. Once the original bill has been voided, submit a new Direct Entry bill with the correct claim number or rendering provider’s number.   
	Box Number or Service Line Detail 
	Box Number or Service Line Detail 
	Box Number or Service Line Detail 
	Box Number or Service Line Detail 

	Instructions: 
	Instructions: 


	17a 
	17a 
	17a 

	If applicable, enter Referring Physicians Provider Number, or 
	If applicable, enter Referring Physicians Provider Number, or 


	17b 
	17b 
	17b 

	If applicable, enter Referring Physician NPI Number. 
	If applicable, enter Referring Physician NPI Number. 


	21 
	21 
	21 

	If applicable, enter up to 4 diagnosis codes. 
	If applicable, enter up to 4 diagnosis codes. 


	23 
	23 
	23 

	If applicable, enter your Comagine Prior Authorization Number or the VOC Referral ID.  
	If applicable, enter your Comagine Prior Authorization Number or the VOC Referral ID.  


	26 
	26 
	26 

	Enter your patient’s account number for your organization for tracking purposes.  
	Enter your patient’s account number for your organization for tracking purposes.  


	Box Number or Service Line Detail 
	Box Number or Service Line Detail 
	Box Number or Service Line Detail 

	Instructions: 
	Instructions: 


	First Date of Service 
	First Date of Service 
	First Date of Service 

	Enter the date the service was provided using MMDDYY or MM/DD/YY date formats. 
	Enter the date the service was provided using MMDDYY or MM/DD/YY date formats. 


	Last Date of Service 
	Last Date of Service 
	Last Date of Service 

	If you have consecutive dates of service, enter last date of service using MMDDYY or MM/DD/YY date formats.  
	If you have consecutive dates of service, enter last date of service using MMDDYY or MM/DD/YY date formats.  
	Note: If the last date of service is the same as the first date of service, you can skip this field. It will auto-fill the “First Date of Service” when the bill is validated. 


	Place of Service 
	Place of Service 
	Place of Service 

	Enter 2-digit place of service code.  (See Appendix C of our ). 
	Enter 2-digit place of service code.  (See Appendix C of our ). 
	Fee Schedules and Payment Policies (MARFS)



	Procedure Code 
	Procedure Code 
	Procedure Code 

	Enter the procedure code (CPT/HCPCS/Local Code).  
	Enter the procedure code (CPT/HCPCS/Local Code).  


	Mod 1, 2, 3, or 4 
	Mod 1, 2, 3, or 4 
	Mod 1, 2, 3, or 4 

	If applicable, enter modifier.  
	If applicable, enter modifier.  


	Diagnosis Pointer 
	Diagnosis Pointer 
	Diagnosis Pointer 

	If you entered a diagnosis code(s) in box 21, enter a diagnosis point of 1, 2, 3 or 4 relating the date of services and procedure performed to the appropriate diagnosis.  
	If you entered a diagnosis code(s) in box 21, enter a diagnosis point of 1, 2, 3 or 4 relating the date of services and procedure performed to the appropriate diagnosis.  


	Charges 
	Charges 
	Charges 

	Enter your usual and customary fee for the procedure billed.  
	Enter your usual and customary fee for the procedure billed.  


	Units 
	Units 
	Units 

	Enter the total number of units, minutes or days.  
	Enter the total number of units, minutes or days.  



	 
	6. Select Validate Data on Form when you’re satisfied with your changes. If there are no errors, you will receive the message Bill data has been validated.  Please verify your data.  
	6. Select Validate Data on Form when you’re satisfied with your changes. If there are no errors, you will receive the message Bill data has been validated.  Please verify your data.  
	6. Select Validate Data on Form when you’re satisfied with your changes. If there are no errors, you will receive the message Bill data has been validated.  Please verify your data.  


	 
	Figure
	 
	7. Select Adjust Bill – Once you click this button, no further changes can be made, or 
	7. Select Adjust Bill – Once you click this button, no further changes can be made, or 
	7. Select Adjust Bill – Once you click this button, no further changes can be made, or 


	Select Edit Form – If you want to make additional changes.  
	 
	Figure
	 
	Note: When your adjustment has been submitted, you will be returned to the Select Submitting Provider Number screen. You will receive the message “The adjusted bill was successfully submitted”. 
	 
	 
	Figure
	 
	8. To submit additional adjustments, repeat Steps 4 through 7. 
	8. To submit additional adjustments, repeat Steps 4 through 7. 
	8. To submit additional adjustments, repeat Steps 4 through 7. 


	 
	 
	Voiding a Direct Entry Bill  
	You may void a Direct Entry bill submitted in error.  This includes if it was processed under an incorrect claim number, incorrect provider who rendered the services or should have been billed to another insurer.   
	VOIDING A DIRECT ENTRY BILL 
	1. Select Adjust Direct Entry Bill Form from the:  
	1. Select Adjust Direct Entry Bill Form from the:  
	1. Select Adjust Direct Entry Bill Form from the:  
	• Provider Express Billing menu, or 
	• Provider Express Billing menu, or 
	• Provider Express Billing menu, or 

	• Left navigation menu 
	• Left navigation menu 





	 
	Figure
	 
	2. Select the provider group number for the bill you want to void from the Select a Submitter ID Number drop down box.  
	2. Select the provider group number for the bill you want to void from the Select a Submitter ID Number drop down box.  
	2. Select the provider group number for the bill you want to void from the Select a Submitter ID Number drop down box.  


	 
	Figure
	 
	 
	Note: Depending on your access, you may or may not have multiple provider groups to choose from.  
	 
	A list of Direct Entry bills previously submitted will be displayed. Find the bill you want to void. Only bills with a paid or denied status can be voided.  
	 
	3. Select Void in the Void Bill column for the ICN number or bill you want to void.  
	3. Select Void in the Void Bill column for the ICN number or bill you want to void.  
	3. Select Void in the Void Bill column for the ICN number or bill you want to void.  


	The original bill will be displayed. Confirm the selected bill should be voided.  
	 
	Figure
	 
	4. Select Void Bill – Once you select this button, it cannot be reversed.  
	4. Select Void Bill – Once you select this button, it cannot be reversed.  
	4. Select Void Bill – Once you select this button, it cannot be reversed.  


	Note: Select Cancel to exit, if the ICN/bill selected is not the correct bill you want to void.  
	 
	 
	 
	 
	 
	  
	Retrieving your Remittance Advice (EOBs) 
	Did you know you can review your L&I Remittance Advices online through My L&I.  We encourage you to review L&I remittance advice, as L&I’s explanation of benefits (EOBs) are more specific to L&I (compared to the Federal 835 remittance); and will allow you to better understand why a charge or bill was denied.  
	HOW TO RETRIEVE YOUR REMITTANCE ADVICE 
	1. Sign into your My L&I profile using your User ID and password.  
	1. Sign into your My L&I profile using your User ID and password.  
	1. Sign into your My L&I profile using your User ID and password.  


	 
	2. Select Bill L&I from the Provider Billing Task page. 
	2. Select Bill L&I from the Provider Billing Task page. 
	2. Select Bill L&I from the Provider Billing Task page. 


	 
	3. Select Retrieve Remittances from the  
	3. Select Retrieve Remittances from the  
	3. Select Retrieve Remittances from the  
	• Provider Express Billing menu, or 
	• Provider Express Billing menu, or 
	• Provider Express Billing menu, or 

	• Left navigation menu 
	• Left navigation menu 





	 
	Figure
	4.  Accept the agreement (scroll down). 
	4.  Accept the agreement (scroll down). 
	4.  Accept the agreement (scroll down). 


	 
	5. Select the Submitter ID (provider or group payee) account number.  
	5. Select the Submitter ID (provider or group payee) account number.  
	5. Select the Submitter ID (provider or group payee) account number.  


	 
	6. Select file type Remittance Advice (PDF).  
	6. Select file type Remittance Advice (PDF).  
	6. Select file type Remittance Advice (PDF).  


	 
	7. Select or highlight the Remittance Advice date you want to view, then select Download.    
	7. Select or highlight the Remittance Advice date you want to view, then select Download.    
	7. Select or highlight the Remittance Advice date you want to view, then select Download.    


	Get More Access   
	If you are managing billing for more than one provider or group, you will need to request additional access for each provider or group payee account. To Get More Access, follow these steps.  
	 HOW TO GET MORE ACCESS TO ADDITIONAL ACCOUNTS 
	1. Sign into your My L&I profile using your User ID and password. 
	1. Sign into your My L&I profile using your User ID and password. 
	1. Sign into your My L&I profile using your User ID and password. 


	 
	2. Once logged in, select Get More Access from the drop-down arrow (menu) next to your profile name.  
	2. Once logged in, select Get More Access from the drop-down arrow (menu) next to your profile name.  
	2. Once logged in, select Get More Access from the drop-down arrow (menu) next to your profile name.  


	 
	Figure
	 
	3. Choose the Billing Provider role, select Continue.  
	3. Choose the Billing Provider role, select Continue.  
	3. Choose the Billing Provider role, select Continue.  


	 
	Figure
	 
	4. Enter your L&I provider account number (see bullets), then select Continue.  
	4. Enter your L&I provider account number (see bullets), then select Continue.  
	4. Enter your L&I provider account number (see bullets), then select Continue.  
	• Individual Providers - who bill for themselves, enter your individual L&I account number (do not use your NPI), or  
	• Individual Providers - who bill for themselves, enter your individual L&I account number (do not use your NPI), or  
	• Individual Providers - who bill for themselves, enter your individual L&I account number (do not use your NPI), or  

	•  Group practices - enter your L&I Group Payee Account number.  
	•  Group practices - enter your L&I Group Payee Account number.  





	 
	Figure
	Note: If you manage multiple group accounts, access for each group will  
	need to be entered separately.  
	 
	5. Enter your business name on your L&I provider account, select Continue.  
	5. Enter your business name on your L&I provider account, select Continue.  
	5. Enter your business name on your L&I provider account, select Continue.  


	 
	Figure
	 
	6. To complete the set up you will receive an email with an Activation code within 5 - 7 days from the date you requested access.  
	6. To complete the set up you will receive an email with an Activation code within 5 - 7 days from the date you requested access.  
	6. To complete the set up you will receive an email with an Activation code within 5 - 7 days from the date you requested access.  


	 
	Figure
	 
	Note: If you don’t see the activation email, check your junk or spam folders.  
	 
	7. Upon receipt of your activation code, you may sign in, complete the set up by entering the activation code provided. From the Provider Billing Task select Bill L&I. You now have access to that account. 
	7. Upon receipt of your activation code, you may sign in, complete the set up by entering the activation code provided. From the Provider Billing Task select Bill L&I. You now have access to that account. 
	7. Upon receipt of your activation code, you may sign in, complete the set up by entering the activation code provided. From the Provider Billing Task select Bill L&I. You now have access to that account. 


	 
	Figure
	 
	Managing Staff Access (Administrators)  
	As a System Administrator you are responsible for managing access to secure data and ensuring that only those authorized by your organization have access.  This includes approving new access, changes and terming access in a timely manner, when staff are no longer employed by your organization.    
	HOW TO MANAGE STAFF ACCESS 
	1. Sign into your My L&I profile using your User ID and password. 
	1. Sign into your My L&I profile using your User ID and password. 
	1. Sign into your My L&I profile using your User ID and password. 

	2. Select Billing Access.  
	2. Select Billing Access.  

	3. When a new user requests access, you will receive an email notification. Sign into your My L&I profile. Their name will appear with a message indicating “New request pending your review”.  
	3. When a new user requests access, you will receive an email notification. Sign into your My L&I profile. Their name will appear with a message indicating “New request pending your review”.  

	4. Select Manage access.  
	4. Select Manage access.  


	  
	Figure
	5. Select the appropriate role (Administrator or PEB Billing Agent). Then Approve or Deny their request.   
	5. Select the appropriate role (Administrator or PEB Billing Agent). Then Approve or Deny their request.   
	5. Select the appropriate role (Administrator or PEB Billing Agent). Then Approve or Deny their request.   


	 
	Figure
	 
	6. As a System Administrator’s you may also set up a new user from your Profile screen. Select Set up another user.  
	6. As a System Administrator’s you may also set up a new user from your Profile screen. Select Set up another user.  
	6. As a System Administrator’s you may also set up a new user from your Profile screen. Select Set up another user.  


	 
	Figure
	7. Enter their name, email and select their role (Administrator or PEB Billing Agent), then select Send request. 
	7. Enter their name, email and select their role (Administrator or PEB Billing Agent), then select Send request. 
	7. Enter their name, email and select their role (Administrator or PEB Billing Agent), then select Send request. 


	  
	Figure

	Note: The person you enroll will receive an email from . They will need to click on the link to enable their access. 
	MySecureLni@Lni.wa.gov

	 
	Protecting Patient Privacy 
	8. If an employee leaves your organization, it’s important to terminate their access to protect your patient privacy. From your Profile screen:  
	8. If an employee leaves your organization, it’s important to terminate their access to protect your patient privacy. From your Profile screen:  
	8. If an employee leaves your organization, it’s important to terminate their access to protect your patient privacy. From your Profile screen:  

	• Select Manage Access,  
	• Select Manage Access,  
	• Select Edit Access, next to the employee’s name,  
	• Select Edit Access, next to the employee’s name,  
	• Select Edit Access, next to the employee’s name,  

	• Enter an end date, and  
	• Enter an end date, and  

	• Approve your changes.   
	• Approve your changes.   





	 
	Figure
	 
	Helpful Hints for Billing 
	Below are some help hints and resources to help you bill L&I successfully.   
	1. If you belong to a group, register your L&I Group Payee Account number to use Provider Express Billing (Direct Entry).  
	1. If you belong to a group, register your L&I Group Payee Account number to use Provider Express Billing (Direct Entry).  
	1. If you belong to a group, register your L&I Group Payee Account number to use Provider Express Billing (Direct Entry).  

	2. Timely Filing – Services must be billed within 1 year of the date of the service per . 
	2. Timely Filing – Services must be billed within 1 year of the date of the service per . 
	WAC 296-20-125(5)


	3. Direct Entry bills are viewable and available to adjust for 90 days from submission in the Provider Express Billing portal.  
	3. Direct Entry bills are viewable and available to adjust for 90 days from submission in the Provider Express Billing portal.  


	After 90 days, bills are no longer visible because you must adjust within 90 days, per  and L&I’s payment policy.  For more information, see page 2 of your remittance advice or see Chapter 2 of our . 
	WAC 296-20-125 (9)
	Medical Aid Rules and Fee Schedule

	4. Find answers to frequently asked questions for electronic billing at:   
	4. Find answers to frequently asked questions for electronic billing at:   
	4. Find answers to frequently asked questions for electronic billing at:   
	www.Lni.wa.gov/ElectronicBilling


	5. When to adjust a bill or resubmit a new bill?  
	5. When to adjust a bill or resubmit a new bill?  
	• If the entire bill is denied, review the reason for denial using L&I’s remittance advice.  Resubmit a new bill with the missing/corrected information.  
	• If the entire bill is denied, review the reason for denial using L&I’s remittance advice.  Resubmit a new bill with the missing/corrected information.  
	• If the entire bill is denied, review the reason for denial using L&I’s remittance advice.  Resubmit a new bill with the missing/corrected information.  

	• If a bill is partially paid, review the reasons for the partial denial and adjust the ICN (bill) of the previous partially paid bill.  
	• If a bill is partially paid, review the reasons for the partial denial and adjust the ICN (bill) of the previous partially paid bill.  




	6. Basic Billing information, see our . 
	6. Basic Billing information, see our . 
	General Provider Billing Manual


	7. Billing Self-Insured Employers, you must bill the self-insured employer or their third-party administrator. To learn more, visit:   
	7. Billing Self-Insured Employers, you must bill the self-insured employer or their third-party administrator. To learn more, visit:   
	www.Lni.wa.gov/SelfInsuredBilling


	8. If a rendering provider is not on your list, they must be enrolled through ProviderOne and have a provider (billing) account approved, before it will display on your list of accounts.  
	8. If a rendering provider is not on your list, they must be enrolled through ProviderOne and have a provider (billing) account approved, before it will display on your list of accounts.  

	9. If you need assistance, contact our Electronic Billing Unit:  
	9. If you need assistance, contact our Electronic Billing Unit:  
	• Email:   
	• Email:   
	• Email:   
	ebuLni@Lni.wa.gov


	• Phone: 360-902-6511 
	• Phone: 360-902-6511 






	Upon request, language support and formats for persons with disabilities are available. Call 1-800-547-8367. TDD users, call 711. L&I is an equal opportunity employer.
	Upon request, language support and formats for persons with disabilities are available. Call 1-800-547-8367. TDD users, call 711. L&I is an equal opportunity employer.
	Upon request, language support and formats for persons with disabilities are available. Call 1-800-547-8367. TDD users, call 711. L&I is an equal opportunity employer.
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