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Provider/Payee Toll Free Number

1-888-461-8855

• Invoice Express is a way to 
submit an invoice over a touch 
tone phone.

• Several days of processing time 
are saved when you use Invoice 
Express.

• For each line of your invoice, use 
your telephone number pad to 
report units served.

• You must mail in your invoice to 
lower your rate. Invoice Express 
does not allow rate changes by 
telephone.

• The information you enter goes 
into the main computer in 
Olympia the day your call is 
completed.

• You can enter your invoice by 
telephone at any time.

• Do not worry about having your 
invoice returned because of 
errors. You can correct errors on 
the spot.

• Once your claimed services have 
been put into SSPS either by mail 
or telephone, Invoice Express 
will not let you enter an invoice a 
second time.

• Fill out your invoice before you 
call Invoice Express. Use it to 
help you report the units served.

• Do not mail in your invoice. Keep 
it for your records.

For information on 
Direct Deposit -

•Sendarequestto:

SSPS Direct Deposit Desk
PO Box 45812
Olympia, WA 98504-5812

•Orfaxtherequestto:

(360) 664-6182

Please include your name, address, 
phone number and SSPS provider 
number.

What should I do 
 with my paper invoice?

How does 
 Invoice Express work?
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The fast, easy way to submit your SSPS invoice for payment!

Use your invoice 
to report services 
by telephone

1
Yourirstquestiontoanswerwhen
callingInvoiceExpressiswhetheryour
invoiceisRegularorSupplemental.The
answertothatquestionisfoundhere.

Youwillbeaskedtousethe
numbersonyourtelephone
toentertheirst3digitsand
thenthe6digitsafterthe
letteranddashofyourInvoice
Number.

Tomakesurenootherpersoncangetto
yourinvoicebytelephone,youwillbe
askedtoenterthepayeenumbershown
inthisgrayshadedbox.
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4
InvoiceExpresswillreadthelast4
digitsofyourreferencenumber,sothat
youwillknowwhichlineyouareon.

5
Thelineswillbereadtoyou
startingwith0001,untilyou
haveenteredthenumberof
unitsyouhaveservedora0on
all service lines.

6
InvoiceExpresswillreadtoyou
thetypeofserviceunit.Inthe
caseofmonths(MON),youwill
beabletoreporteitherafull
monthorapartialmonthby
reportingthenumberofdays
served(DA).

Whenyouareaskedtoenterthe
units,usethenumbersonyour
telephonenumberpad.

*
These are the bolded boxes  
on your invoice.
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