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What Is Electronic Billing?What Is Electronic Billing?
EB is a process that:EB is a process that:

Allows you to complete your invoices on Allows you to complete your invoices on 
the Internet.the Internet.
Allows for automated processing and Allows for automated processing and 
payment.payment.
Expedites invoicing by helping you to:Expedites invoicing by helping you to:

Complete invoices more easily and accurately.Complete invoices more easily and accurately.
Receive your payment more reliably.Receive your payment more reliably.
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Who Can Use EB?Who Can Use EB?

You can use EB:You can use EB:
If your services are paid on a If your services are paid on a ““unitunit”” rate.rate.

This includes hourly or daily rates, per mile This includes hourly or daily rates, per mile 
rates, etc.  rates, etc.  

If youIf you’’re paid by contract and have to re paid by contract and have to 
report attendance.report attendance.
If you provide monthly services.If you provide monthly services.
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OverviewOverview
This presentation will show you how to:This presentation will show you how to:

Easily access the program using the Easily access the program using the 
Internet.Internet.
Select invoices.Select invoices.
Enter attendance.Enter attendance.
Submit invoices.Submit invoices.
Review the history of payments made and Review the history of payments made and 
invoices that have been processed. invoices that have been processed. 
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Operating RequirementsOperating Requirements

System Requirements for EB         System Requirements for EB         
Basic PC equipmentBasic PC equipment
Internet accessInternet access
Microsoft Internet Explorer 5.0 or greaterMicrosoft Internet Explorer 5.0 or greater
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User TipsUser Tips

Use mouse to select options.Use mouse to select options.
Use the buttons and links on each page Use the buttons and links on each page 
to get from page to page on the website, to get from page to page on the website, 
not the browsernot the browser’’s s ““back arrowback arrow””..
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How to Access the SiteHow to Access the Site
Either go to the regional centerEither go to the regional center’’s main s main 
website and click on the EB link or use the website and click on the EB link or use the 
special website address that the regional special website address that the regional 
center has given you.center has given you.
This demonstration uses Far Northern This demonstration uses Far Northern 
Regional CenterRegional Center’’s website as an example, s website as an example, 
but you will use the website of the regional but you will use the website of the regional 
center for whom you are providing center for whom you are providing 
services.services.
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Locate and click on 
the EB link.

Regional Center’s Home Page
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How to Access the Site (Cont.)How to Access the Site (Cont.)

After clicking on the WEB link, you will After clicking on the WEB link, you will 
receive this message.  Click receive this message.  Click ““OKOK””.  If you .  If you 
receive other security warnings at this receive other security warnings at this 
point, refer to the userpoint, refer to the user’’s manual.s manual.
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EB System Main PageEB System Main Page
The EB System main The EB System main 
page contains many page contains many 
useful links.useful links.
There are the Billing There are the Billing 
Program and Program and 
Billing/Payment Billing/Payment 
History links.History links.
There may be a link There may be a link 
to go to other to go to other 
Regional Centers Regional Centers 
websites.websites.
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EB System Main Page (Cont.)EB System Main Page (Cont.)
If you have any EB If you have any EB 
questions, use the Equestions, use the E--
mail link to contact mail link to contact 
the regional center.the regional center.
““Center NewsCenter News”” is is 
used by the regional used by the regional 
center to post items center to post items 
of  interest to vendors of  interest to vendors 
including billing and including billing and 
due dates.due dates.
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EB System Main Page (Cont.)EB System Main Page (Cont.)

To open and To open and 
complete the complete the 
invoices, click on invoices, click on 
““Service Provider Service Provider 
Billing ProgramBilling Program””..
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EB System Main Page (Cont.)EB System Main Page (Cont.)

After clicking on After clicking on ““Service Provider Billing Service Provider Billing 
ProgramProgram””, you, you’’ll see this ll see this ““Security AlertSecurity Alert””..
Check this box and the Security Alert will Check this box and the Security Alert will 
not appear again.not appear again.
Press Press ““OKOK”” to continue.to continue.
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EB System Main Page (Cont.)EB System Main Page (Cont.)

After clicking After clicking ““OKOK””, this , this ““Security AlertSecurity Alert””
may appear.may appear.
If it does, just click If it does, just click ““YesYes”” to continue.to continue.
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EE--Billing LoginBilling Login

Enter the User I.D. Enter the User I.D. 
and Password that and Password that 
you got from the you got from the 
regional center in regional center in 
these areas.  these areas.  

The The ““LoginLogin”” button button mustmust be used to proceed.be used to proceed.
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I.D. and PasswordI.D. and Password
If youIf you’’ve enteredve entered
either the I.D. oreither the I.D. or
Password incorrectly,Password incorrectly,
one of the followingone of the following
will appear:will appear:

The same screen with the I.D. and The same screen with the I.D. and 
Password fields blank; orPassword fields blank; or
An error message saying that a valid I.D. An error message saying that a valid I.D. 
and Password must be entered.and Password must be entered.

If you canIf you can’’t move past this screen, t move past this screen, 
contact the regional center.contact the regional center.
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Provider Selection ScreenProvider Selection Screen

Enter Service Provider (Vendor) No.Enter Service Provider (Vendor) No.
Since you may have multiple Vendor #s, make Since you may have multiple Vendor #s, make 
sure that the Vendor # you enter matches the sure that the Vendor # you enter matches the 
consumers whose attendance data youconsumers whose attendance data you’’re re 
entering.entering.
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EE--Billing LoginBilling Login

You must click the You must click the ““Log InLog In”” button or the button or the 
invoice will not process correctly.invoice will not process correctly.

NOTE:NOTE: In this presentation, Service In this presentation, Service 
Provider, Provider, and Vendor are used Provider, Provider, and Vendor are used 
interchangeably.interchangeably.

H12345
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EE--Billing Login (Cont.)Billing Login (Cont.)

If this screen appears youIf this screen appears you’’ve either ve either 
entered the wrong provider number or you entered the wrong provider number or you 
dondon’’t have access.t have access.
If you canIf you can’’t move past this screen, contact t move past this screen, contact 
the regional center.the regional center.
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Billing SummaryBilling Summary

If youIf you’’ve entered all information correctly, this ve entered all information correctly, this 
screen will appear.screen will appear.
This is the Service Provider Billing Summary page.This is the Service Provider Billing Summary page.
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Billing Summary (Cont.)Billing Summary (Cont.)

The The ““Return to HomeReturn to Home”” link will take you to the Elink will take you to the E--
Billing Login Screen.Billing Login Screen.
The The ““Change Provider No.Change Provider No.”” link will take you to the link will take you to the 
Provider Selection Screen where you can select Provider Selection Screen where you can select 
another vendor number. another vendor number. 
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Billing Summary (Cont.)Billing Summary (Cont.)
Vendor Number Vendor Name

Vendor AddressDate Invoice 
was Generated

Service Month/Year Service Code
Invoice #
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InvoicesInvoices
The regionalThe regional
center putscenter puts
the invoicesthe invoices
on the websiteon the website
according toaccording to
the regional centerthe regional center’’s  schedule.s  schedule.
Once the invoice is listed on the Service Once the invoice is listed on the Service 
Provider Billing Summary, you can begin Provider Billing Summary, you can begin 
entering billing information.entering billing information.
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Invoices (Cont.)Invoices (Cont.)
The invoicesThe invoices
are listed inare listed in
date order bydate order by
when they when they 
were generated.were generated.
Only invoices that have not been Only invoices that have not been 
submitted for payment are listed here.submitted for payment are listed here.
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Invoices (Cont.)Invoices (Cont.)
If you thoughtIf you thought
you hadyou had
completed andcompleted and
submitted ansubmitted an
invoice, but itinvoice, but it
still shows up on the Billing Summary, still shows up on the Billing Summary, 
open and review the invoice to make sure open and review the invoice to make sure 
it is complete.  If it is complete, try it is complete.  If it is complete, try 
submitting it again.submitting it again.
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Invoices (Cont.)Invoices (Cont.)

Remember, you will Remember, you will NOTNOT be paid if an be paid if an 
invoice is still listed on the Billing invoice is still listed on the Billing 
Summary.Summary.
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Accessing InvoicesAccessing Invoices

Click on an Invoice # to open the invoice.Click on an Invoice # to open the invoice.
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When anWhen an
Invoice # isInvoice # is
selected, thisselected, this
screenscreen
appears.appears.
The Service Provider Billing Details The Service Provider Billing Details 
screen has much of the same information screen has much of the same information 
as the paper invoice sent out by regional as the paper invoice sent out by regional 
centers.centers.

Billing DetailsBilling Details
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Billing Details (Cont.)Billing Details (Cont.)

Vendor Number Vendor AddressVendor Name

Service Code

Invoice Date & Number Service Description

Service Month

Total Units Billed Total Amount Billed
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Billing Details (Cont.)Billing Details (Cont.)

The bottom portion of the Billing Details screen The bottom portion of the Billing Details screen 
contains the Client Name, Client #, Auth contains the Client Name, Client #, Auth 
(Authorization) #, Authorization Dates, Units (Authorization) #, Authorization Dates, Units 
Billed, Amounts Billed, Sub Code, and Unit Billed, Amounts Billed, Sub Code, and Unit 
Type.Type.
While on this page, you will not be able to While on this page, you will not be able to 
change any information.change any information.
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Billing Details (Cont.)Billing Details (Cont.)

The Client Name, Client #, Auth #, Authorization The Client Name, Client #, Auth #, Authorization 
Dates, Sub Code, and Unit Type are added by Dates, Sub Code, and Unit Type are added by 
the regional center.  If you have new consumer the regional center.  If you have new consumer 
information that needs to be added, you must information that needs to be added, you must 
contact the regional center.contact the regional center.
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Billing Details (Cont.)Billing Details (Cont.)

Once youOnce you’’ve added consumer billing data on the ve added consumer billing data on the 
following screens, the Units Billed and Amounts following screens, the Units Billed and Amounts 
Billed on this page will automatically update to Billed on this page will automatically update to 
reflect any additions or changes and the reflect any additions or changes and the 
amounts will be totaled on the bottom line.amounts will be totaled on the bottom line.



3232March 2008March 2008

Billing Details (Cont.)Billing Details (Cont.)

Two important things to note:Two important things to note:
A red ball      indicates the consumerA red ball      indicates the consumer’’s s 
attendance information has NOT been attendance information has NOT been 
completed.completed.
For security purposes, only the first two For security purposes, only the first two 
letters of the consumerletters of the consumer’’s last name appear s last name appear 
on this page.on this page.
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Consumer Billing ScreenConsumer Billing Screen

Click on the consumerClick on the consumer’’s name to go to the s name to go to the 
billing screen for that consumer.billing screen for that consumer.
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Consumer Billing Screen (Cont.)Consumer Billing Screen (Cont.)

0.00

Units CalendarUnits Calendar

0.00

0.00

0.00
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Consumer Billing Screen (Cont.)Consumer Billing Screen (Cont.)

TRANS ADDITIONAL COM

880M

Monthly CalendarMonthly Calendar
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Consumer Billing Screen (Cont.)Consumer Billing Screen (Cont.)

Clicking on the Clicking on the ““Return to Service Provider Billing Return to Service Provider Billing 
DetailsDetails”” link will return you to the details screen.link will return you to the details screen.
If youIf you’’re not ready to input data for a specific re not ready to input data for a specific 
consumer, select the consumer, select the ““skipskip”” link.link.

This option will This option will NOTNOT process the attendance information process the attendance information 
for that consumer.for that consumer.
If you skip a consumer and fail to go back and enter the If you skip a consumer and fail to go back and enter the 
attendance information, a     will show on the attendance information, a     will show on the ““Invoice Invoice 
Detail ScreenDetail Screen”” to indicate that the attendance to indicate that the attendance 
information has not been completed.information has not been completed.
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Consumer Billing Screen (Cont.)Consumer Billing Screen (Cont.)

““Verify/CalculateVerify/Calculate”” and and ““CalculateCalculate”” adds up the adds up the 
total and you will still be on the same screen.total and you will still be on the same screen.
““Calculate/NextCalculate/Next”” adds up the total and opens the adds up the total and opens the 
next consumernext consumer’’s billing screen.s billing screen.
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Consumer Billing Screen (Cont.)Consumer Billing Screen (Cont.)

If the consumer received no service, press the If the consumer received no service, press the 
““No ServiceNo Service”” button.  Unlike the button.  Unlike the ““SkipSkip”” link, link, 
selecting the selecting the ““No ServiceNo Service”” button button WILLWILL process process 
the consumerthe consumer’’s attendance information.s attendance information.

If you select If you select ““No ServiceNo Service”” for a consumer, no for a consumer, no 
will show on the will show on the ““Invoice Detail ScreenInvoice Detail Screen”” which which 
indicates that the attendance information has been indicates that the attendance information has been 
completed.completed.



3939March 2008March 2008

Consumer Billing Screen (Cont.)Consumer Billing Screen (Cont.)

The consumer information (Client #, Client The consumer information (Client #, Client 
Name, Auth, Authorization Dates, etc.) Name, Auth, Authorization Dates, etc.) 
cannot be changed.  Only the regional cannot be changed.  Only the regional 
center can make changes to this center can make changes to this 
information, so contact them if you need information, so contact them if you need 
changes made.changes made.
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Entering Attendance DataEntering Attendance Data

To enter attendance data, press the To enter attendance data, press the ““TabTab””
key to move to the appropriate date.  As key to move to the appropriate date.  As 
you tab to different cells, the cell you are in you tab to different cells, the cell you are in 
will be highlighted. Enter the number of will be highlighted. Enter the number of 
units (hours, days, or miles) for that day.units (hours, days, or miles) for that day.

0.00

0.00

0.00

0.00
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Entering Attendance Data (Cont.)Entering Attendance Data (Cont.)

Continue entering information until all Continue entering information until all 
attendance is entered.attendance is entered.
NOTE:NOTE: Totals are NOT calculated as Totals are NOT calculated as 
attendance is entered.attendance is entered.

0.00

0.00

0.00

0.00
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Entering Attendance Data (Cont.)Entering Attendance Data (Cont.)

Enter the appropriate units on the Enter the appropriate units on the 
appropriate days.appropriate days.
If no service was provided for any day, If no service was provided for any day, 
leave the default unit (.00).leave the default unit (.00).
The default unit amount is zero (.00).The default unit amount is zero (.00).

0.00

0.00

0.00

0.00
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Entering Attendance Data (Cont.)Entering Attendance Data (Cont.)

All cells must have the number of units, the 
default value (.00), or a zero (0).

Leaving a blank cell will cause an error. 
NOTE: Unit amounts can be up to two (2) 
decimals (i.e., 4.25).

0.00

0.00

0.00

0.00
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Entering Attendance Data (Cont.)Entering Attendance Data (Cont.)
This program will 

calculate the 
payment for you.

You may select either 
“Calculate” or “Verify 

Calculate” and the 
totals will appear.

Or, you may select 
“Calculate/Next” which 
will calculate the totals 

and move you to the 
next consumer.
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Entering Attendance Data (Cont.)Entering Attendance Data (Cont.)
RememberRemember

None of the spaces for the number of units can None of the spaces for the number of units can 
be left blank.be left blank.
Totals are not calculated until one of the Totals are not calculated until one of the 
““CalculateCalculate”” buttons is pressed.buttons is pressed.
If one of the If one of the ““CalculateCalculate”” buttons is not pressed, buttons is not pressed, 
the record will not be complete and you will not the record will not be complete and you will not 
be able to submit your invoice.be able to submit your invoice.

When the last personWhen the last person’’s attendance has s attendance has 
been entered, press a been entered, press a ““CalculateCalculate”” button to button to 
go on to the Invoice Detail Screen.go on to the Invoice Detail Screen.
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Invoice Detail ScreenInvoice Detail Screen
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Invoice Detail Screen (Cont.)Invoice Detail Screen (Cont.)

The Invoice Detail Screen is used to verify The Invoice Detail Screen is used to verify 
that the amounts youthat the amounts you’’ve entered are ve entered are 
correct.correct.
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Invoice Detail Screen (Cont.)Invoice Detail Screen (Cont.)

If any consumer has been skipped a     will If any consumer has been skipped a     will 
still show up next to their name.still show up next to their name.
You cannot submit the invoice until youYou cannot submit the invoice until you’’ve ve 
completed the attendance or selected completed the attendance or selected ““no no 
serviceservice”” for all consumers.for all consumers.
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If any red balls     appear on the If any red balls     appear on the ““Invoice Invoice 
Detail ScreenDetail Screen”” the the ““SubmitSubmit”” link will not link will not 
appear.appear.

Invoice Detail Screen (Cont.)Invoice Detail Screen (Cont.)
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A A ““SubmitSubmit”” linklink
will appear atwill appear at
the top of thethe top of the
Invoice DetailInvoice Detail
screen:screen:

Once youOnce you’’ve completed inputting the attendance ve completed inputting the attendance 
information for all consumers (no     ); information for all consumers (no     ); ANDAND
If it is on or after the submit date chosen by the If it is on or after the submit date chosen by the 
regional center (generally the 28regional center (generally the 28thth of the month).of the month).

Once the Once the ““SubmitSubmit”” link has been clicked, the link has been clicked, the 
““Submit Invoice ScreenSubmit Invoice Screen”” will appear.will appear.

Invoice Detail Screen (Cont.)Invoice Detail Screen (Cont.)
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Invoice Detail Screen (Cont.)Invoice Detail Screen (Cont.)

All of the  .      
are gone (so 
attendance is 

complete).

A “Submit” link 
is now available.

Calculations 
were made for 
each person 

and the totals 
were calculated 
automatically!

Selecting the 
“Submit” button 
will move you to 
the next page.
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Submit Invoice ScreenSubmit Invoice Screen
This is the final step to submitting 

an invoice.

1. Read the 
disclaimer 
information 
(scroll 
down to 
view more).

3. By pressing “Submit” you accept the 
terms of the Disclaimer Statement which is 
a legally binding action.

2. Once you read the Disclaimer Statement 
and agree with it, select “Yes”. 
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Submit Invoice Screen (Cont.)Submit Invoice Screen (Cont.)
Pressing the Pressing the ““SubmitSubmit”” link:link:

means that you have read and accepted the means that you have read and accepted the 
terms identified, andterms identified, and
is the same as a legal signature.is the same as a legal signature.

After submitting the invoice, you can view After submitting the invoice, you can view 
it the following day in it the following day in ““Billing HistoryBilling History””..
Once youOnce you’’ve submitted the invoice, you ve submitted the invoice, you 
wonwon’’t be able to edit it through the Billing t be able to edit it through the Billing 
Summary Screen.Summary Screen.
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Submitting InvoicesSubmitting Invoices

It is more reliable and faster than mail and It is more reliable and faster than mail and 
no stamp is required.no stamp is required.
There will be a history of the attendance There will be a history of the attendance 
information available on the website the information available on the website the 
very next day!very next day!

Submitting an invoice is similar to placing a Submitting an invoice is similar to placing a 
paper invoice in the mail; but, there are paper invoice in the mail; but, there are 
some advantages.some advantages.
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Billing/Payment HistoryBilling/Payment History
Once the invoice Once the invoice 
is submitted (at is submitted (at 
least one day least one day 
after invoice after invoice 
submission), the submission), the 
““Billing/Payment Billing/Payment 
HistoryHistory”” may be may be 
selected.selected.
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Once the Once the ““Billing/Payment HistoryBilling/Payment History”” is is 
selected, this screen will appear.selected, this screen will appear.
Inputting the appropriate Service Provider Inputting the appropriate Service Provider 
(Vendor) No., and select either the Billing (Vendor) No., and select either the Billing 
History or the Electronic Fund Payment History or the Electronic Fund Payment 
History Button.History Button.

Billing/Payment History (Cont.)Billing/Payment History (Cont.)



5757March 2008March 2008

Billing HistoryBilling History

All submitted invoices will be shown.  There is a All submitted invoices will be shown.  There is a 
time lag between when an invoice is submitted time lag between when an invoice is submitted 
and when it will be available for viewing, usually and when it will be available for viewing, usually 
overnight.overnight.
Double click on the invoice number to view the  Double click on the invoice number to view the  
billing history detail.billing history detail.
Double click on the consumer name or UCI to Double click on the consumer name or UCI to 
view the units of service entered for a consumer.view the units of service entered for a consumer.

When When ““Billing HistoryBilling History”” is selected:is selected:
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Electronic Fund Payment HistoryElectronic Fund Payment History

All payments that have been transferred to your All payments that have been transferred to your 
account for the past 18 months will be shown.account for the past 18 months will be shown.
The payment history can only be viewed.The payment history can only be viewed.
Double click on the date for payment details.Double click on the date for payment details.
If you receive an error message, then no If you receive an error message, then no 
electronic payments have been made under this electronic payments have been made under this 
vendor number.vendor number.

When When ““Electronic Fund Payment HistoryElectronic Fund Payment History”” is is 
selected:selected:
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Special NotesSpecial Notes

applies to current month invoices only; andapplies to current month invoices only; and
is preset in the invoice itself and cannot be is preset in the invoice itself and cannot be 
changed once the invoice has been posted changed once the invoice has been posted 
on the website.on the website.

You cannot submit an invoice before the You cannot submit an invoice before the 
““First Submitting DateFirst Submitting Date”” which is set by the which is set by the 
regional center.  This date:regional center.  This date:
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Special NotesSpecial Notes

Avoid using the Avoid using the ““BackBack”” button when button when 
processing invoices.  Pressing the processing invoices.  Pressing the ““BackBack””
button while inputting invoice information button while inputting invoice information 
may cause the program to process the may cause the program to process the 
invoice incorrectly; therefore, use only invoice incorrectly; therefore, use only 
buttons and links when completing invoices.buttons and links when completing invoices.
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ConclusionConclusion

The new Electronic Billing (EB) program The new Electronic Billing (EB) program 
is easily accessible through the Internet.is easily accessible through the Internet.
The EB program automatically calculates The EB program automatically calculates 
all data that is input. all data that is input. 
Submitting invoices is a short, quick Submitting invoices is a short, quick 
process that eliminates the need to stuff process that eliminates the need to stuff 
envelopes or pay someone to double envelopes or pay someone to double 
check figures.check figures.
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Thank youThank you

We hope this introduction has been We hope this introduction has been 
helpful.  Of course, regional center staff helpful.  Of course, regional center staff 
are on hand to answer your questions.  If are on hand to answer your questions.  If 
they cannot answer a question you have, they cannot answer a question you have, 
please have them contact the Department please have them contact the Department 
of Developmental Services.of Developmental Services.


