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eBilling Training

All Users




edilling A system

ALTA CALIFORNIA ;{ Accessing the eBilling system

1) Link on our website www.altaregional.org
or
2) http://eBilling.dds.ca.gov:8364

Won't be available until January 26th.

Begin Submitting invoices on January 29,



http://www.altaregional.org/
http://ebilling.dds.ca.gov:8364/
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Billing and Invoicing

There are three fypes of billing processes, each with its own type of invoice: E-Billing, and E-Attendance, and paper
invoices. When practical all service providers will be encouraged to use the E-Billing system.

E-Billing
The E-Billing application is by far the most efficient way for service providers to process their billing and invoicing to

Alta. All service providers will he encouraged to submit biling and invaicing documents to Alta using the web-hased
E-Billing apnlication. To use the E-Billing application you must first complete the E-Billing Enmliment packet,

Alta and current E-Billing semice providers will transition to¢he new E- EHIImu svatem o January 20, 2011, The old
E-Billing systern will no longer accept billing subrmissions huiTae-usadtosiesming and paymentmstnwprlurtu
January 20 2011, Yau may access the current E-Billing system until January 20, 2011.

E-Billing Training - Training documents are provided below., If you have any questions after
reviewing the documents please feel free o contact Matt Stone at ebilline@ataregonal ore

Al Users - covers the basics of logging in, site nawgatu:ln and repart wewmg

Irynicing - covers the process required f|:|r invoicing including using the various calendar types,
Service Provider Administration - covers how to manage your local users,

Attendance & D51964- covers the steps needed to use the new 051964 to submit attendance tracking
information through the new E-Billing website,

Civilian — Military Time Conversion - The new E-Billing system uses 24 Hour Time (sometimes
called Military time) to record in and out times, See the attached table for 2 quick reference for
Civilian=Military Time Conyersion .
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Woelcome to the New & Improved E-Billing Website

I s dates
SERVICE DATES DLUE DATES
July 2010 Jand prior services[Bugust 3, 2010
August 2010 land prior services|Septambar 2, 2010
September 2010]and prior servicas[Octabar 2. 2010
October 2010 |and prior services[November 2, 2010
Hovamber 2010 |and prior services|Decembar 2, 2010
|December 2010 |and prior serviceslanuary 3, 2011
Electranic biling receded after lfe scheduled due dafes
will be processed in ouwr next month's hiling cycle

View Billing & Payment History prior to 11/152010

Electronic Biling Process & Enroliment Form
Yendor Sig0-in Sheet

eBilling Home Page

D0S Supplermental Malenal | eBiling FAG | Suppon Conlacts | Onine Heip

eBilling.a system

LAUNCH APPLICATION

Conditions of Use | Privacy Policy
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Log In

Click the LAUNCH APPLICATION button. s=p

Enter your User ID and Password -- Your

eBilling A system

LAUNCH APPLICATION

User ID for the new system is identical to the
User ID for the old system. Your initial
Password is protect.
Click the LOGIN button.

. If you do not have a User ID please contact
your Ebilling contact, Matt Stone at 978-6223

REMINDER: Please change your
password the first time you log In,
either Jan 26™" or Jan 29,




7 entilling - Windows Inbernet Explorer

L neep: 158,96, 177,125 fogin

l/
o o

51 a e

Welcome to the New & Improved E-Billing Website

Plaase subanii your e.billing 1o GGRC on the

lollowing due daies:
SERVICE DATES DUE DATES
Huly 2010 land prier senvices [August 3, 2010
[Mupust 20010 |and prior services|September 2, 2010
Saptembar 2010land prior services|Octobar 2, 2010
Dctober 2010 [and prior services|Havember 2, 2010
Hovember 2010 [and prior services|December 2, 2010
Drcombar 2010 [and prior services|January 3, 2011
Elscfronic biifing recenved affer the scheduled due dales
will be processed in our nexf month’s bulling cycle

Vigw Bilfing & Payment History prior ro 11152010

Electronic Billing Process & Enfoliment Form
Vendor Sign-in Shee

eBilling A sy

eBilling Home Page

ng EAQ | Suppod Contacts | LDnine Help
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Dashboard

Welcome Marie

Lser: mholland

hd . o

Bulletin Quick Links

11/237 0000 Welcome to the new eBilling training

| Dizclaimer Statement

Search by 5PN &

Disclaimer Statement

| certify that the consumer(s) isted above wasiwere provided the service as

AR AL BT STareT e 2uthonzed for the stated peniods. and that no additional charges were made to
AARHAMLET STREET HOUS - sther parties. These claims are submittad under penalty of perury in

FHARANDVIL LVNG TRANING - accordance with the terms and conditions balow:

FHAR-EMPLOYMENT SUPPOH

Service
Provider ¢ | Description

KIDS KORNER MEDNCAL SFPPL

: ATED COMMUNITY SH 1. The Provider agreas and shall certify under panalty of perury that all
i e R = S claims for serace provided to Regional Centars have beean provided to
EASTER SEALS BAY AREA the consumens) by the Provider

sanvires wire to tha bhast of tha Provider's kinowdadng neovicdied in =l
Accop! do not agree - disable file downloads for this Session

GILDA GUERRERC

oon N

%% -
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System Information

Quick Facts

v" You will be prompted to change your password every
ninety days.

v After twenty-five minutes of inactivity, you will be
logged out of the system. Make sure to save all
updates (by clicking “Update”) as you are making
changes to avoid being logged out of the system and
losing your work.
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;'{ User Roles

Vendor Administrator: Access to the Home, Invoices, Payments, Reports, and Service Provider Management
tabs. The Vendor Administrator role only has access to assigned service provider numbers; can create other
vendor user and reader profiles; is able to edit, update, and submit invoices.

Vendor Supervisor: Access to the Home, Invoices, Payments, and Reports tabs. The Vendor Supervisor role
only has access to assigned service provider numbers; and is able to edit, update, and submit invoices;
can not create other user profiles

Vendor Staff: Access to the Home, Invoices, Payments, and Reports tabs. The Vendor Staff role only has
access to assigned service provider numbers, and is able to edit and update invoices.
not able to submit invoices and can not create other user profiles.

Vendor Staff — No Payment Access: Access to the Home, Invoices, and Reports tabs. The Vendor Staff — No
Payment Access role only has access to assigned service provider numbers for invoices and invoice history, and
is able to edit and update invoices.
not able to submit invoices.; can not create other user profiles, and does not have access to
payment history information

Reader: Access to the Home, Invoices, Payments, and Reports tabs. The Reader is only able to view
information for assigned service provider numbers.
not able to update, delete, submit invoices, or create other user profiles.

If you feel that you have been assigned the incorrect role, please contact your Vendor
Administrator or your Ebilling contact Matt Stone via email Ebilling@altaregional.org.
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o \Vendor Administrator

ol Home
Dashboard

Service Provider Management

Only users assigned to the Vendor Administrator
role will have access to the Service Provider
Management tab.

This is the area where Vendor Administrators
will be able to:

v Search for Users

v" Maintain User Profiles

v’ Create New User Profiles
v Assign Roles to Users

v’ Assign SPNs to Users

=

B Invoices

My Profile TAl Spreadsheet Transfer
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Vendor Administrator
Service Provider Management

Users

How to do a Quick Search for Users

<, Service Provider Management
Add User

. Select the Service Provider Management tab.

. Click the Users sub tab.

. Enter the search criteria. To view all users leave the
search criteria blank.

. Click SEARCH.

. The results will display on the bottom half of the screen.

. Click the record to view. Click the EDIT button on the
right of the record line to edit/update.




Vendor Administrator
Service Provider Management

Users

How to Create New User Profiles

%, Service Provider Management

. Select the Service Provider Management tab.

. Click the Add Users sub tab.

. Enter the new user profile information. Fields with a red
star are required. The user role defaults to reader.
Choose a new user role from the drop down menu if
necessary.

. Click ADD.

. Click the ASSIGN SPN button to assign SPNs at this
time.




WP Vendor Administrator

Service Provider Management

Users
How to Assign SPNs

Click the Assign SPN button. This will be available if you are viewing a user profile
in the edit/update mode or are creating a new user profile.

A pop up window will appear.
Search for the appropriate SPN on the left side of the screen.

Click the SPN to highlight and select. Hold down the CTRL key to select multiple,
non-consecutive SPN’s. Hold the shift key to select multiple, consecutive SPN'’s.

Click the ASSIGN SELECT SPN button. _
#2 Click the

Click SAVE to update the user profile. | ASSIGN button.
Search SPM Numbers / Assigned 5PN Mumbers

h&g Search ssign Selected SPNs Remove Selected SPNs

#1 Select SPN# Description - SPH# Description
the SPN 4, H89000 JOANNA'S WORLD, INC. H13007 R & D TRANSPORTATION

Number. H12471 MY TRANSPORTATION
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Home Tab
Dashboard

» The eBilling system is arranged in a series of tabs and sub tabs.
To move from section to section click on the appropriate tab.

 Functions and tabs are available depending on your user role
assignment. If you feel you are not able to access the appropriate
areas, please contact your Vendor Administrator or your Ebilling
contact Matt Stone via email Ebilling@altaregional.org.

» There is a help link in the upper right hand corner of each
screen,

=

o/l Home B Invoices

Dashboard My Profile TAl Spreadsheet Transfer
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Welcome Marie

Bulletin

Cuick Links
1/0% 2010 't it @ great doy to be @ system admin’

P10 010 The #filling yyitem will beé down for maln tenance on Saturdey, November 1)th from 8:00 am to noon

Service Provider Selection Avallable Files for Downdoad

Search by SPH F ::gr:::r' File Name
Service Description

KIODS KORNER MEDICAL SPPLY

FHAR-HAMLET STREET HOUSE

FHARNDOWVDL LVNG TRAINNG

FHAR-EMPLOYMENT SUPPORT

NTEGRATED COMMUNITY SRVC

EASTER SEALS BAY AREA

GILDA GUERRERD
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' My Profile

How to Update Your User Profile

1. Click the My Profile subtab.
2. Make the desired changes.
3. Click UPDATE to save the changes.

This is the area where you are able to change your
password. Please remember to reset your
password the first time you log into the eBilling
system. We recommend your new password be at
least 6 chars. long for adequate security.

ol Home

Dashboard My Profile TAl Spreadsheet Transfer




2 eBilling Redesign - Windows 1 weet Emplorer

hkbpaff 158,96, 177, 125 homafmyprofile
A SY5 tem

% Home

Dashboard

User Profile of Marie Helland

User Name*
First Name"
Last Hame®
Middile Initial
Hame of the Company
Company Tax ID
Address

Cley

State

Lipode

Ermail

Phone

123 Main Strea

mhoiland@altaregional ong

16ETER237

Help | Lopout

User: mhollnnd

hd L. &

Status

Password Expliry

Assigned 5PN &

Description )

HIDS KORNER MEDICAL SPPLY
FHAR-HAMLET STREET HOUSE
FHAR-INDVDL LVHG TRAINING
FHAR-EMPLOYMENT SUPPORT
INTEGRATED COMMUNITY SRVC
EASTER SEALS BAY AREA
GILDA GUERRERO
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ALTA CALIFORNIA

Home
Dashboard

Service Provider Selection

How to Select a Service Provider Number (SPN)

Type your SPN number in the Service Provider Selection search box.
Click SELECT.
A pop up box will appear. Click OK to approve your selection.

OR
Select the appropriate SPN number (by clicking on it once) from the
SPN list located under the SPN search box.
A pop up box will appear. Click OK to approve your selection.

After selecting an SPN the selected service provider information will
appear at the top of the screen.

You will be unable to view any information available under
the invoices, payments, and reports tabs unless you first

select an SPN number.




Dazhboard Uzer: mholland

Welcome Marie hd L. &

Bulletin Cuick Links

1/0% 2010 't it @ great doy to be @ system admin’

P10 010 The #filling yyitem will beé down for maln tenance on Saturdey, November 1)th from 8:00 am to noon

Service Provic . Avallable Files for Downdoad

Service
Provider #

File Name
KOS KORNER MEDRCAL SPPLY

FHAR-HAMLET STREET HOUSE

FHAR-INDVDL LVNG TRAINNG

FHAR-EMPLOYMENT SUPPORT

NTEGRATED COMMUNITY SRVC

EASTER SEALS BAY AREA

GILDA GUERRERD
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Welcome Emily

Bulletin

10/26/2010 Welcome

Quick Links

User Updates
Reports

[
L
®

Other Options

Bulletins are posted by Alta Regional Center and will appear on the
top left of the home screen.

Quick links are available on the home screen and provide one click
access to other frequently used areas of the application.

E-Mail icon appears on the upper right corner of the screen and will
allow you to send an e-mail to the designated Accounting contact.

Attach Documents icon appears on the upper right corner of the
screen and allows you to upload documents that your Accounting
contact will then be able to access.

Comments icon appears on the upper right corner of the screen and
allows you to enter comments for your Accounting contact to read.
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Bulletin
1052000 fan't it @ great day to be @ system admin’

t1Gr 010 The #billing syitem will be down for malntenance on Salurday, November 1.3th from 8:00 am to noon

Service Provider Selection Avallable Files for Download

Seafch by SPH Service
earch by Pro ca File Hame

Description

KIDS KORNER MEDICAL SPPLY
FHAR-HAMLET STREET HOUSE
FHARANOVDL LVNG TRAINNG
FHAR-EMPLOYMENT SUPPORT
NTEGRATED COMMUNTY SRVC
EASTER SEALS BAY AREA

GiL DA GUERRERD
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Home

N

v’ Attached documents will only be flagged on Accounting
reports if they are attached to specific invoice detail lines.

Documents icon:

v'Documents attached at the invoice level will not appear
on Accounting reports.

v'If you would like Accounting to know that you have
attached a document to your invoice, it must be attached
to an invoice detail line.
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ALTA CALIFORNIA . HO m e

Comments icon:

» The invoice level comments will be available on the website. Invoice detail line
level comments will be transferred to Alta Regional Center for Accounting staff to
view.

* Invoice detail line level comments are meant to convey important information to
Accounting staff (ex. This invoice line was deferred because...).

* Will be seen only by Alta Regional Center Accounting staff.
» Should be kept brief (two sentences or less).
*Are not for communication with Service Coordinators.

» Are not an immediate or direct form of communication with the Accounting
dept. If you have a question or concern that requires an answer from the

Accounting dept, you need to either call or e-mail your Accounting contact.




egillirng & system

;{ Reports

Overview

.I' Home

Reports

Report Viewer

Select a report Filter Criteria ->

| Select a report
Invoice Summary Report

v There are many report options under the
[Irwnilze Detail Report Reports tab.

Invoice History Report
[Rone B0y e v'You are able to view, save, and print

| Submitted Invoice Report
|EFT Payment History Summary Report reports.

|EFT Payment History Detail Report

v You must select your SPN to generate
and view reports.
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How to Generate a Report

1. Click the Reports tab. (Make sure you have selected the
appropriate SPN).

2. Choose a report from the drop down menu on the left.

3. Enter the appropriate search criteria on the right hand side of the

screen. (The search criteria will changed depending upon the
report you've selected).

4. Click SUBMIT.

“nvnice Detail Report

| ‘ Invoice#:
-

Invoice

Select a report
Date:

Invoice Summary Report
Invoice Detail Report UCH: 5555555
Invoice History Report Service

Invoice History Detail Report MY

Submitted Invoice Report

EFT Payment History Summary Report
EFT Payment History Detail Report

Submit

Service
Code:

#3 Click
#1 Choose Report. #2 Enter Search Criteria. Submit.




' 5}."5 em Your selected service provider is: EASTER SEALS BAY AREA [(H88833)

Report Viewer

EFT Payment History Summary Report

-

Filter Criteria Sk = x
HBZBI3-EASTER SEALS BAY AREA -

Report Area

26
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Reports

Report Viewer

Your selig

wervice provider i+: EASTER SEALS BAY AREA (H88831)

ﬂ' Fayments

Melp | Logoat

User: mhalland

EFT Payment History Summary Report

1 8 AdwW window

=5 E8 e @

HEBSBI3-EASTER SEALS BAY AREA =

Submit  Closa

r &[T i @ - A B -

Fayment Date:

intand Regional Certer

EFT Payment History Summary Report

Pnries: EAZTER SEALS BAY AREA

EARLY INTERVENTION 121 HM
0

R Thret: 20°11-00085 11:11:83
Page: 1

Diabe

Refiinoes

2000-08-05
200-08-06
2010-12-13
2010-12-13
2010-12-13
2010-12-13
2010-12-13
2000-12-13
2000-12-13
2010-12413
2010-12-13
20100-12-13

WA AT 4

T0IE383
10019383
10019965
10012965
10012965
10019985
10012965
1eass
TIEess
01565
TON0NEREeS
10019965

ARRATNER

=101 %

-

F
—




Report Viewer

EFT Payment History Detail Report ) SPH: 88813 FASTER SEALS BAY AREA |+ Payment |

Ralarence &

Submit | Closa

W | E @M eeFms- g 4~ -

intand Résgeonal Carfir R Thmd, 2011-00-05 112254

EFT Payment History Detail Report Page 1

Mame: EASTER SEALS BAY AREA
ARYESE EARLY INTERVENTION 121 HM

smnmOALIn LaELE e STE aag

i
b = wunn

Urits Aot Fetarenge 8
5050 E0E 93 101018353

UCE Auths Svc Code Sub-Code  Service MY Units  Amourt Inrvpbes

E152751 1300132 H1:1 o700 100 108&s 0602565
E15ITE4 11280007 H1: 07010 800  ET0LED 0602565
153382 12065142 H1:A o7z2ma 400 43540 DE02SES
E153410 1120868 HiA [ eili} 500 54425
E153445 1284000 HI 07mo 100 1ML
6153817 11293858 H1:A 0T0 D0 OTRES
6153715 11286757 H1:A o0 600 65310
G153E0 L, 11295310 H1 oo 0 Arm

EEEE8BEBEE




Reports

Viewing and Printing Options

There are several options for viewing your report.

1. You can either print the report or save it to your computer.

Click this icon Click this icon to save

to print the > - < the report to your
report. computer.

2. You can open the report in a new window by clicking the Open in a
New Window link that is located on the left side of the screen.

li’ Open in a new window

3. You can also use the scrollbar to view the report in the browser
window.
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Please contact your Alta Regional Center with any additional questions.

Alta Regional Center contact: Matt Stone — 978-6223

Alta Regional Center contact email: Ebilling@altaregional.org




	Slide Number 1
	���Accessing the eBilling system�
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19
	Slide Number 20
	Slide Number 21
	Slide Number 22
	Slide Number 23
	Slide Number 24
	Slide Number 25
	Slide Number 26
	Slide Number 27
	Slide Number 28
	Slide Number 29
	Slide Number 30
	Slide Number 31

