A Washington State Department of
\ Labor & Industries

Skill Enhancement Training (SET)
Billing Guide for L&l Training Providers

Note: This job aid is intended for use by L&l-approved training providers.

To skip to the section you want, place your curser over the content name and press Ctrl+Click.
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Introduction

What are L&l training benefits?

This guide contains step-by-step instructions to bill the for Skill Enhancement Training (SET) services. SET is
not a part of a formal retraining plan and has a different approval process and requirements.

The Washington State Department of Labor & Industries (L&I) administers worker's compensation benefits to
workers injured while on the job. Some workers qualify for training to help them return to work.

Vocational rehabilitation counselors (VRCs) partner with workers to determine if SET is right for them.

Is this the right guide for me?

Use this guide if:
e You have an active L&l provider number as a school or training provider.

¢ You receive an approved SET application that outlines costs and start/end dates authorized by L&l. If
you do not have an approved SET application form, contact the VRC.

This is not the guide for you if:
¢ You do not have an L&l provider number. Go to Become a Training Provider to apply.

e You receive an approved Option 1 retraining plan or Option 2 authorization letter. See the billing
guides for Option 1 or Option 2 plans, or contact the VRC.

e This is a self-insured claim. Contact the self-insured employer for their billing and payment process. If
you are unsure if the claim is self-insured, contact the VRC.

Things to be aware of:

¢ Do not bill the student or the VRC for tuition. L&l cannot reimburse them.
¢ Do not bill more than you would any other student for the same program.

¢ Refer to the School Billing Policy for specific requirements.

Contact SchoolOversightProgram@Lni.wa.gov for questions or help making changes to your account.
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SET Application Form

L&l uses a SET Application Form to decide whether to authorize or deny SET classes.

Sample Application:

washington state Degarmentot - SKill Enhancement Training Application
Labor & Industries

Mail or fax completed form to:

PO Box 44291
Olympia WA 98504-4291

Fax: 360-902-4567

Fuﬂser Name Claim Number

Submit this application if all of the following criteria are met:
[] Request is within the available maximum benefit
Req d items, technology, or are req d to complete the course or training
|_| Courses must start within 90 days of the request date and L&I approval received
|| Applications must not exceed 90 days or one term
|_| Training provider and vendor have an active L&I provider number

VRC Required Attachments:

|_| Narrative Report signed by the vocational counselor and worker

"] Copy of the worker's most recent Activity Prescription Form {F242-385-000).

[_] For self-insured claims, attach a Self-Insurance Vocational Reporting Form (F207-180-000)

[_| Complete training information (section below) with itemized course information, equipment (include
delivery costs, if applicable), start and end dates, vendor name, vendor bids, L&l provider number, and
totals of costs

MNote: Funds are paid directly to g providers and el cannot be d.
. . Start End L&l Provider
Course Title andfor Equipment Date Date Vendor Name Numbear Cost

Vendor bill submission: Use procedure code 1307W. Include the vendor invoice, a copy of the approved
SET Appl and a Statement for Miscellaneous Services form (F245-072-000). For a self-insured claim,
billing is submitted to the self-insured employer or third party administrator.

Requested By Company Mame
Phone Numiber Extension Fax Number
Date Requestor's Signature
L&l Use Only
roved Disapproved
Total Amount Approved Date Signature Authority
3
F280-086-000 Skill Enhancement Training Application 11-2024 Index: SET

RESET

Using the information on an approved SET Application:

e Worker name: Name must match the student you are billing for.

e Claim number: Use this specific identifier on all forms. A worker may have more than one claim
number.

e Course title and/or equipment: This describes the name of the course or equipment.

¢ Dates of service (start and end): Bills submitted to L&l must be within these dates and must not
exceed the total dollar amount listed. The dates should match the time period the worker will be
attending your training.

¢ Vendor name: You will see your business name and your L&l provider account number. You may also
see other entities authorized to bill L&l, such as another school.

e Cost: The total amount approved.
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How to bill L&I

What information do | need before | can bill?
1. L&l provider name and account number.

2. The authorized L&l SET Approval Form.

What date(s) should | use for the “start/end” dates of service?

¢ Rely on the application form. Date(s) must be within the dates listed on the Application form in order to
prevent denials, adjustments, and delays.

¢ You can enter the first date of the quarter/term for both the “start date of service” and the “to end of
service” box. You do not need to enter different dates for these boxes (“date span”) on the billing form.

When can | bill?

Training providers are encouraged to submit billing immediately after the course’s initial start date. This
ensures accuracy of available SET funds and minimizes billing issues that may arise if a claim closes before
the course is completed. Please note, L&l can’t pay for SET courses scheduled to start after a claim has
closed. Workers may complete courses that are approved and paid in full prior to claim closure.

How much can | bill?
¢ You can’t charge L&l more than you would any other student for the same program.

¢ Billing must match the application form.

o If the student’s training ends early, refer to the refund requirements in the billing policy.

Billing Codes

The designated SET billing code is 1307W. To help you bill correctly, you should rely on information in the
Application form.

Note: The terms procedure code, training code, retraining code, and billing code are used interchangeably
among billing forms.

How do | submit a bill?

Online

We encourage you to use L&I's Provider Express Billing (PEB) system to securely submit bills and receive
remittance advice through your My L&l account. Submitting bills electronically is faster and more accurate.

We encourage providers to submit, adjust, and/or void bills electronically using the Provider Express Billing
(PEB) direct entry process. This is a secure system used to submit bills electronically and receive Remittance
Advices through a MyL&l account. Providers can submit, adjust, and/or void bills online. Submitting bills
electronically is easier, more accurate and you will get paid sooner.

Here are some websites that can help you:

e About PEB
e Direct Entry Billing Manual
e Login or Sign Up as a new user
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Before submitting a bill
o Verify all required information matches the SET application form.
e Loginto My L&l or
e Use the Direct Entry Billing Manual

Contact an online billing specialist for assistance at ebulni@LNI.WA.GOV or 360-902-4675.

Paper
Use the Statement for Miscellaneous Services to mail a bill or invoice. Instructions are on the second page

and identifies required and optional fields.
o Verify your bill matches the SET application form.
¢ Include a copy of the SET Application Form.

¢ Include supporting documentation or itemized invoices, if needed.

Example for Paper Billing

The Statement example contains the minimum required information needed to process a bill.

Mail completed forms to:
Department of Labor and Industries o STATEMENT FOR
PO Bax 44269 L MISCELLANEOUS SERVICES
Olympia WA 58504-4269 o Instructions on next page
of Service:
d%‘ental Service [] Glasses [ Home Health / Nursing Home [] Medical Equipment!
Prosthetics-Orthotics
[[] Transportation Vocational/Retraining  [[] Other:
‘Worker Information (Please print) \C'rf"" "‘Ui
Tame (Last, First MiGde Tra] i o
Doe, John
Home sddress (nat PO Box) Antw ‘Social Security No. (fer 1D anty)
City B zF Phane no.
Provider Information (Please print) ‘-f"ﬂ"r"der numbeT NPT
Provier name ~Vour PaTET AGGoUTT TamDeT
College Name
Address Faderal Tax IDVEmgloyer 10 Number
12-3456789
Tty State 7P Phane no.
NGmE of fEfeMTNg BhySician of Cner Source ‘RElening provioer nUmBErNPT Referal 10
Billing Information Is this bill to reimburse the injured worker?
[] ¥es (Receipt and signature uired No
For glasses, is he old presaiption available? For inpafient services:
Yes ° Date admitied: Date discharged
From To | POS | ProcCode | Mod | Wiod | Diagnosis | Descibe Dental Fiome Nursing Charges | Units
Date of | Date of medical services or teain® [ No. of aurty/
Service | Senice suppses furnsned hrsiday | Day rate
1 T
2
3
4
5
[
7
B
o
1
Total Charge
5 500.00
Worker Signature: Provider Signature:
These expenses are related to my workers’ | certify that the information in the bill is true and comrect. |
compensation claim and | have not been reimbursed have not been reimbursed for any part of this bill
for them. | undersiand itis a cime to submit
information | know is false.
‘SHgNEILIE (REGUIET Tor Worker reimbursement) Dae Signaire Dae
F245-072-000 Statement for Miscelaneous Servces 01-2014 RESET

How do | get paid?

Direct Deposit

If you select direct deposit or Electronic Funds Transfer (EFT) in ProviderOne, you will receive payments
electronically. This is the fastest way to receive payment.
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Contact your System Administrator (the person who manages your ProviderOne account) or
SchoolOversightProgram@Ilni.wa.gov to update your payment preference to direct deposit.

Paper Check (Warrant)
Payments will be mailed to the provider address on record.

Contact your System Administrator (the person who manages your ProviderOne account) or
SchoolOversightProgram@Ilni.wa.gov to update your billing address.

When do bills process?
Bills process every two weeks on Friday, payments go out the following week: See the Payment Schedule.

What’s the status of my bill?

L&l provides a remittance advice, that lists what L&l has paid, what is pending, what was denied, and reasons
for denial.

Access the remittance advice online in your Provider Express Billing account. Remittance advice is also
sent out at the same time as the paper check (warrant) and Payment Order.

These statements mail to the provider account address on file and can’t be sent to a third party.
If your bill is not listed on the remittance advice within 60 days, contact PHL@Lni.wa.gov.

A list of approval or denial codes or reasons is available at Explanation of Benefits Lookup (wa.gov)

How do | re-submit a bill?

If you believe L&l adjusted or denied a bill in error, you can re-submit your bill. Use the same dates of service
as your original bill.

¢ Online — Log in to your Provider Express Billing account and follow the guide to Adjust, Submit, or Void
a Direct Entry Bill.

o Paper — Complete and mail a Provider’s Request for Adjustment form.

e Clearinghouse — Submit an adjustment transaction through your clearinghouse or software program. If
you need additional assistance, please contact your clearinghouse or software vendor.

What if | need to reimburse L&I?

If you have been paid for a training period but the program ended early, you may need to reimburse L&l
according to the agency refund policy.

If a refund is needed:

e Complete the F245-043-000 Refund Notification form.
e Mail the completed form with your refund check to the address on the form.

e Submit your refunds within 30 calendar days of a student’s official withdrawal or termination date.
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What if | have billing questions?

e Contact the vocational rehabilitation counselor (VRC) listed on the SET application.
¢ Online billing: Contact ebulni@LNL.LWA.GOV or 360-902-4675 for help navigating MyL&l.
¢ Bill status: Check your Provider Express Billing account or contact PHL@Lni.wa.gov

For all other questions, contact SchoolOversightProgram@]Ini.wa.gov

Glossary

o Application Form: The form submitted by the VRC requesting skill enhancement training funds.
¢ Billing Code: The terms billing code and procedure code are used interchangeably.

¢ Explanation of Benefits (EOB): Also known as the remittance advice. This is a statement of what L&l
paid, what is pending, and what was denied with the reason for denial.

e Labor & Industries (L&l), Washington State: L&l administers worker's compensation benefits for
covered workers injured on the job.

¢ Procedure Code: The terms billing code, procedure code, training code, and retraining code are used
interchangeably, depending on the on L&l form.

o Provider Express Billing (PEB): A secure system used to submit bills electronically and receive
remittances through a My L&l account. Providers can submit, adjust, and/or void bills online. Submitting
bills electronically is easier, more accurate, and you will get paid sooner.

o Provider Hotline (PHL) / PHL@LNI.wa.gov. This part of L&l answers billing questions.

o ProviderOne: An online account system hosted by the Health Care Authority. Providers use this online
account system to manage their L&l provider account.

¢ Remittance Advice: Also known as the Explanation of Benefits (EOB). This is a statement of what L&
paid, what is pending, and what was denied with the reason for denial.

¢ School Oversight Program: This L&l program seeks to ensure the quality and value of vocational
training to improve outcomes for workers. It reviews applications to become an L&l training provider
and responds to school-specific questions and concerns.

o Self-Insured (Sl): Employers who provide their own workers’ compensation coverage.
e State Fund (SF): Workers compensation coverage is administered by L&I.
e Student: Same as worker.

¢ Vocational Rehabilitation Counselor (VRC): This is a private sector professional who assists an
injured worker by assessing the worker’s abilities, developing a plan to return to work and supporting
the worker during retraining.

e Vocational Services Specialist (VSS): An L&l vocational professional who reviews and approves
requests from a VRC.

e Warrant: A check L&l issues for payment.

e Worker: Same as student.
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